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Loan 


PREFACE TO COLLINS EDITION 


There have been sixteen previous editions of Sloan- 
Duployan Shorthand, all of which were issued in two parts, 
(a) Learners’ Style, (b) Reporting Style. 


The present edition eliminates the dividing line between 


theory and practice and presents the entire system in one 
volume. : 

Some of the principles hitherto carried in advanced lessons 
have been brought forward to earlier sections to which they 

have natural affinity. 

Every item of instruction is practical, right from the 
and nothing is taught in one section that has to be 
taught ” in a later one. 

A careful grading of the instructional units into natural 
and associated groups has enabled the entire system to be 
presented in Ten Sections, each of Ten Units. A big 
advance has been niade in the quality and quantity of 
exercise matter, the number of exercises included being one 
hundred. 

Whilst there has been no change in the basic principles of 
the system, alterations in detail have taken place. Chief 
amongst these are the provision of a special ‘‘ Y ’’ character 
and the abandonment of thickened vowel-signs and of 


thickened up-strokes. 

In coming to a decisio 
incorporated and upon the text-book arrangement, 
indebted to the suggestions and advice of the Revision 
Council. This Council comprises the following experts whose 
combined knowledge covers not only an intimate acquaintance 
with Sloan-Duployan but also with most of the other present- 
day systems: Mr. W. E. Darroch, O.B.E.; Mr. Thos. J. 
Howell: Mr. W. J. Merridan; Mr. D. M. Moir; Mr. A. J. 
Parsons; Mr. Harold J. Russell: the Rev. A. E. Sims ; 
Mr. J. A. Sweeney; Mr. Fabian Whitefoot. 

Although all the decisions arrived at have not been un- 
animous (some changes going too far in the view of some 
members, and some not far enough in the view of others), 


start, 
“un- 


n upon the actual changes to be 
I am 
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the result, it is confidently anticipated, will meet with the 
unqualified approval of the majority of teachers. 

At least, the Collins Edition has not failed in its intention 
of providing the world’s best shorthand system with a text- 


book worthy of its great merits. 
J. D. SLOAN. 
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INTRODUCTION TO YOUR SYSTEM 


Sloan-Duployan is a geometric, joined-vowel system. It 
owes its origin and name to the circumstance that in 1882 
Mr. J. M. Sloan built up an English system upon the basic 
alphabet and joined-vowel principles of the Abbé Duployé. 

It is the pioneer of English joined-vowel shorthand and 
the system that at the present day makes the most genuine 
claim to pre-eminence in the three essentials of simplicity, 
legibility and speed. 

Whilst it is natural for every system to be proclaimed as 
easy, legible and rapid by its own particular producer, it is 
not every system that is so designated by impartial investi- 
gators who have had the opportunity of studying and testing 
various methods. It is to such authorities that the superior 
merits of Sloan-Duployan most forcibly appeal. 

Chief among those who are qualified to speak with authority 
on the subject of comparative stenography, is Mr. W. J. 
Merridan, Master of Methods at the Royal Normal College, 
who, in the course of his investigations, has mastered no 
less than seven shorthand systems. The following are 
extracts from Mr. Merridan’s article An Impartial Examina- 
tion: ‘In the course of researches extending over a period 
of fifteen years I have reached the conclusion that only the 
Sloan-Duployan system can honestly lay claim to the ful- 
filment of these requirements im toto . . . (1) Sloan-Duployan 
is Simple throughout—a powerful basic alphabet eliminates 
the need for later complications. (2) Sloan-Duployan is 
Legible—it is a joined-vowel system, its abbreviating prin- 
ciples are natural and of general and uniform application. 
It is not confused by numerous arbitrary devices. (3) Sloan- 
Duployan is Speedy—both to acquire, owing to its simplicity, 
and to use, owing to its freedom from complicated and 
tortuous outlines.” 

On the practical side, the proof of a system is in its results. 
Sloan-Duployan has produced results unapproached by any 
other method. It is the only system that has enabled young 
writers of fifteen and sixteen years of age to obtain and hold 
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positions as Official Parliamentary and Court Reporterg, 
The youngest reporter ever admitted to the Press Galler 
of the House of Commons, Mr. James Duncan, was a Sloan- 
Duployan writer, as was Mr. Edward O'Shaughnessy, des. 
cribed by the Everyman E ncyclopaedia as the greatest Parlia- 
mentary reporter of his day. 

In proportion to the number of its exponents, Sloan. 
Duployan has produced a far larger number of high-speed 
records than any other system. Speed attainments of 209 
words a minute are of frequent occurrence with Sloan. 
Duployan, and many higher records ranging from 230 to 
309 words a minute have been certified by disinterested 
authorities and independent testing committees. 

In day schools, boys of thirteen years of age have attained 
to 100 words a minute, whilst in public evening classes pupils 
have gained certificates for 200 words a minute at the end 
of their second session. 

For ease of adaptation to all languages and the extent to 
Which it is employed for work in different tongues, Sloan- 
Duployan stands in a class by itself. In the competition for 
the Colonel Watkins Cup in 1932, entries were received from 
Sloan-Duployan writers in no less than twenty-two different 
languages. 

For whatever purpose a knowledge of shorthand may be 
desired, Sloan-Duployan is the system that gives the largest 
measure of practical results in return for the amount of time 
devoted to its study and practice. 
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SOME IMPORTANT ADVICE TO THE BEGINNER 


lirstly, as to tools. A note-book or exercise book of good 
quality writing paper, with ruled lines not too closely set. 
A width of three-eighths or seven-sixteenths of an inch 
between the lines is most satisfactory. Paper should not be 
too highly glazed if a pencil is to be used. 

A fountain pen is the best writing medium if you have a 
good one that exactly suits your hand and possesses just the 
right flexibility of nib for easy and graceful writing. If not, 
a good pencil should be used, until such time as the right pen 
comes into your possession. 

Secondly, as to manipulation of tools. Sit “ square” to 
the table or desk, with the note-book placed opposite the 
right shoulder, the fingers of the left hand resting on the left 
edge of the page. Keep the weight of the body on the left 
arm, so that pressure on the right may be as light as possible. 
Hold the pen between the thumb and first and second fingers, 
wrist and hand clear of the desk, but the third and fourth 
fingers turned slightly inwards and resting on the note-book. 
The arm, at a point below the elbow, should rest lightly on 
the edge of the desk, but the weight of the hand should rest 
on the third and fourth fingers. The pen should not be 
pointed towards the right, but should have a tendency to 
point to the left. 

The manner of holding the pen, the position of the hand 
and method of propelling the pen are very important factors. 
Some methods, as the one recommended, give freedom and 
ease of movement ; others give restricted action and lead 
to early fatigue of the muscles. The chief causes of fatigue 
are grasping the pen too tightly and allowing the wrist or 
hand to rest on the desk, thus making movement from the 
wrist only. 

The writing of Sloan-Duployan is not confined to one slope. 
Its open, geometric outlines give ample scope for freedom 
of movement and play of the muscles, so that there can be 
no cause for manual fatigue or writers’ cramp if the correct 
methods are followed. 
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Now, we come to the text-book study. The complete 
alphabet, set out on one page for convenience of reference, 
is not meant to be memorised all at once. Learn the characters 
by instalments, a few at a time, as given in the actual instruc- 
tion units. Thoroughly master one unit before passing on 
to the next. Remember that ‘‘ Well begun is half done,” 
and a perfect grasp of early units makes the understanding 
and mastery of the later units so much more easy. 

As you study, practise writing the characters, joinings, 
examples, many times. Be very careful to make a clear 
distinction between the short and the long consonant strokes, 
and between the small and the large circles. Look through 
your own practice work ; criticise it; correct any obvious 
defects in comparative sizes and shapes of characters. In 
this way you will avoid the possibility of perpetuating bad 
writing habits. 

Keep in view always ‘“‘ writing by sound.” This is easy 
in such clear instances as ‘‘ plough ”’ (p-l-ow), ‘‘ knew ”’ (n-ii), 
but not always so obvious in such cases as “ issue ’’ (i-sh-i), 
“bench” (b-én-sh), “launch ’’ (l-ah-n-sh). 

The learner, more particularly the home student, would 
be well advised to have at hand a reliable pronouncing 
dictionary for consultation on any point of doubt. The 
shorthand writer cannot know too much about words, their 
meanings as well as their pronunciation. The English 
Encyclopedic Dictionary, edited by Principal A. M. Williams, 
M.A., is the guide that has been followed in the preparation 
of this text-book, and is the one recommended to students. 

Finally, real progress in the acquisition of shorthand can 
only be made by vegular study and practice. Having em- 
barked upon the voyage to stenographic expertness, adhere 
to your course with tenacity. To will is to can, 
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COMPLETE SHORTHAND ALPHABET 


The Sloan-Duployan system provides a distinct sign for 
every distinct sound. 

In practical shorthand writing, however, it is not found 
necessary to utilise this alphabet in its entirety, as omission 
of some of the distinguishing marks enhances speed without 
sacrifice of legibility. 


CONSONANT SIGNS 


pl sb | m ( m(i)m ( wf ¥ a 
ke 9 i/ n ) ng ) st ie 


f \ A Sx, st)ss_2 th \. oh *. 
an on Rar Bt > kw Pane | 
th, as in pith sh-~ zh ry ts /( (up) 
th, ,, Jathe. ch, as in church ds ‘a (up) 
L » {upi, eh, , loch. <p / (ip) 
r — (up) i wh «* sl = (up) 
SMALL QUADRANT SIGNS 
an, as in fan -U én, asingdne 7 (up) 
én, ,, €nter& tin, ,, fin ¢ (up) 


mM... “print % 
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COMPOUND SMALL QUADRANT SIGNS 
own, asin bound s (up) in, as in find %» 
Oa,» com. or 
VOWELS 
4 { ah, asin fat o u { 00, asin bull 7 


a1 an. tar? 6 { 00, ,, médve Z 


th, asinit vu 


ec 


a ( au, asin fall o 


So lae ,, not o é éh, ,, mét uv 
C16,” se nete © a a, ,, fate v 
ei wh, ,,. out © é (ee, , méu 
DIPHTHONGS 
1, asin iron » small circle and hook Written in any 
~ direction to avoid 
o1, ;, dil @® large é ‘3 angles. 
a » tibe 2 


Ow, ,, owl o Written in reversed position. 


It will be observed that the alphabet is a light-line one, 
thickened signs being only used as an abbreviation for the 
addition of a ri? 
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SECTION I 


STRAIGHT LINE CONSONANTS AND CIRCLE VOWELS 


UNITS 
1. STRAIGHT LINE CONSONANTS 


Down Strokes: p| bl k/ g/ i / ry v\ 


Horizontal Strokes: t— 1a oe — 

These signs are thickened to suffix “ R,” thus: 
pri br kr/ gr and ir/ fr\ vt\ 
if. thr =.  — 


Dot: Aspirate H . (usually omitted). 


2. CIRCLE AND OvAL VOWELS 

a \ > «as in fat uh © as in tub, cur. 

ah ,, father 

6 as in not 00 y as in move, bull 

au O » fall a ,, tube, beauty 
a) » note, foe (Note: For practical use the 


diphthong u ts here classified with 
the vowels). 


3. Words are written according to sound, so that ‘ cough ”’ 
must be written as kéf; ‘‘grow”’ as gré. Every sign is 
written in the natural order of the spoken word, without a 
lift of the pen. When distinguishing marks such as the short 
dash under the “‘uh”’ circle and the dot over the “th” 
stroke are used, these should be added after the complete 
outline has been formed. Sloan-Duployan Shorthand is a 
non-positional system, so that it may be written upon plain, 
unruled paper. When ruled paper is used, however, it is 
advisable to let the first consonant of every word rest on 
the line. 


S-D.S. B 
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4. How To JOIN CIRCLES 
Initial Circles are joined on the /eft side of down strokes, as: 


oak oaf 5S 


and on the under neath side of horizontal strokes, as: 


odd a 


(The arrows show direction of movement in forming circle). 


Medial Circles, coming between two down strokes going in 
the same direction, are turned to the /eft, as: 


pop g cog oF 


Circles coming between two horizontal strokes are turned 
above the strokes, as: 


toad _O_ 


Final Circles after down strokes are turned to the eft, as : 


beau _ foe Ke) 


Mn 


and after horizontal strokes are turned upwards, as: 


doe __Od 


ie: oval vowel-signs take the same positions as circles, 
€ oval being written in line with the stroke to which it is 


joined, as: few \ due ~youth 


As an aid to memory, the following diagrams illustrate the 
normal positions of circle and oval vowels above referred to : 


Sd 
N 


kr &o 
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It is essential that the normal positions be thoroughly 
memorised and strictly adhered to, as it will be found in 
subsequent Sections that a reversal of position alters the 
significance of the characters. 


EXERCISE 1. 


Copy the following, repeating each complete shorthand 
outline several times. Take special care to make a very clear 
distinction between the short and the long strokes and 
between the small and the large circles. 


Word. Phonetic Phonetic Shorthand 
Spelling. Signs. Outline. 
grow gr-O j O e 
toe t-6 en -O 
up uh-p O | g 
view v-il eget " 
ado 4-d-oo ee 3 — 
joke j-0-k /o/ o 
thought th-au-t a SD a =o Me 
probe pr-d-b lo | d 
ova 6-v-a 0\ ° se 
crag kr-a-g lo / 3 
apt a-p-t a) oe : 
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EXERCISE 2. 


Transcribe into Shorthand : 
(rt) add, doe, due, though, cue. 
(2) true, grew, fro, coke, croak. 


(3) act, thawed, oboe, troth, tattoo. 


EXERCISE 3. 


Transcribe into Longhand : 


5. CIRCLES BETWEEN DIFFERENT-DIRECTION STROKES. The 
instructions and diagrams for normal circle vowel positions, 
already given, relate only to initial and final circles and those 
coming between strokes going in the same direction. They 
do not apply to circles coming between strokes going in 
different directions. When a circle or oval vowel comes 
between two strokes going in different directions, it is turned 
outside of the angle formed by the junction of the two straight 
strokes, In other words, the circle is turned away from the 
direction taken by the second consonant stroke. 


Examples: bock L groat fog Yo dock —2 
book took j= food i 
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6. CONCEALED VOWELS. When a vowel comes between a 
straight-stroke consonant and ‘“‘r,’’ it is omitted, and the 
consonant thickened to add “rr.” Examples: bark | 


b(ah)r-k (‘‘ah’’ omitted because it comes between “ b’”? 
and “r’’); fork $  f(au)r-k (“au”’ omitted because it 


comes between “f” and “‘r’”’). When a vowel is omitted 
in this way, its exact position is always known. In reading 
shorthand, remember that when a consonant or nothing 
follows a thick stroke there is always a vowel concealed in 


the thick stroke. Example: — represents d(vowel)r-k, 


and will readily be construed as meaning “ dark”’ in con- 
junction with the context. When two straight strokes come 
together going in the same direction, make a slight break 
between them (without, however, lifting the pen from the 


paper), as: barber ; tartar a. 
EXERCISE 4. 


Copy the following, repeating each complete shorthand 
outline several times. 


Phonetic Phonetic Shorthand 
Word. Spelling. Signs. Outline. 
drove dr-6-v o—= 0 \ ae 
droop dr-oo-p ee ae 
bravo br-ah-v-6 | aX O \ 
upper uh-p(é)r Q\ q 
tas 


capture k-a-p-t(ii)r To | am 
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ne 


barque b(ah)r-k | / J 
broad br-au-d e ‘snails tee 
board b(6)r-d — 2 
afford 4-f(6)r-d oN — — 
turbot t(uh)r-b-6-t Oe ee a 
barter b(ah)r-t (@)r | a i 


} ees ike 


haggard (h)a-g(a)r-d 


EXERCISE 5. 


Transcribe into Shorthand : 
(1) code, cove, tag, talk, poke, vogue. 
(2) abode, abbot, frock, fraud, grove, froth. 
(3) adapt, attract, bravo, abroad, aboard, coffer. 
(4) crab, curb, talker, brag, barge, future. 
(5) tobacco, gavotte, fracture, forger, garter, verger. 


EXERCISE 6. 


Transcribe into Longhand : 
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7. PROPER NAMES may be indicated either by placing two 
small ticks under the outline, as: Pat ~~ _, or by under- 


lining. For neatness the ticks are usually employed, but in 
speed work the underlining is often quicker, especially when 
two or more words come together requiring proper name 
indication (as Cape Coast Castle) when one long line is drawn 
under all the words. 


8. THE ASPIRATE. H is indicated by a dot placed in front 
of the vowel following. It is generally omitted in ordinary 


words, as “had”,— “hope” 4_ , but usually written in 


proper names, as “‘ Hope ”’ A“ Hobart” ‘'L 
a 


a 


9. WorpD Siens. The signs of the alphabet are used to 
represent words of very frequent recurrence. Memorise the 
following : 


| put, people. \ in, full. » I, a, an (when 
be, but, by. \ have, very. joined in phrases a 
7 on, could quite. — the, to. small circle is used). 
/g0, ago, good. — and, do. © of, all, ought. 
ta great. 


10. Punctuation. The Period or Full Stop is represented 
by a small cross x. The Dash by a wavy line ~~~ .The 
Hyphen by two short horizontal ticks = . The Paren- 
thesis thus : 
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The other punctuation marks are the same as in ordinary 
writing. Most of them, however, are rarely used in shorthand 
writing. 


EXERCISE 7. 


Copy the following Sentences : 


(rt) Cooper & Co., of Bradford, bought up all the cargo. 
A im i oS poe Gq @ = 

(2) The duke approved of the opera. (3) A car full of people 
-—- Ca. 4 rf LS 

drew up on the verge of the track. (4) Could Hodge go 


a ae ae o- —- ra 

to the forge for the bar of copper? (5) I hope to go to 

fe | : 7 Ce ae 
—~ 5 N= oa ae 


Bordeaux in October. (6) Jack had to go by Ford car to 


Lo sae fe a talk ge A 


Bagdad and back to Jaffa for the great fair. 


A - 4-4-7 Nx 


EXERCISE 8. 


Transcribe into Shorthand : 
(1) The porter put all the coke in the truck. 
(2) The cutter tacked and overtook the barge. 


(3) Barbara brought a kodak and took a good photo of the 
autogyro. 
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(4) The girder had to go over the border in a tractor. 
(5) The car had therefore to be jacked up. 
(6) I got quite a good offer for the cargo of butter. 


EXERCISE 9. 
Transcribe into Longhand : 
(x) Lh ae eS ae 
pS Ngee aay ves 
oD ee os -/-—e| be 


(4) \ | KO-bL-& 7 }-N 
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SECTION II. 


UPWARD LINE CONSONANTS AND HOOK VOWELS. 


UNITS. 
ik CONSONANTS 
Up Strokes : Lo co 
Hook VOWELS. 
a yu as in fate, weight é as in met, head. 
U 
€y ,, me, seat. i ce Acts 


12. The up strokes are written at an angle slightly nearer 
the horizontal than are the down strokes k and g. This 


enables the two forms to be written together, as: lk 7 kl Z 


13. Appinc R to L. The up strokes are not thickened to 
suffix “r’’ as are the downward and horizontal strokes of 
Section I. To indicate lr, simply add the length of “r” 


to the “1” stroke, thus: Pa, When a vowel comes between 
“1” and “r” it is omitted, the same as it would be if the 
“1? had been thickened. Examples: large Yt I(ah)r-j ; 


dollar ae. d-6-l(4)r ; valour ys : v-a-l(6)r. 


14. Positions oF CircLE Vowel SiGNs. The normal 
positions of circle and oval vowels in union with the up- 
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strokes are the same as with the horizontal strokes “ t”’ and 
‘dq.’ That is, initial circles commence below the stroke, and 
medial and final circles are turned upwards, as shown by 


the diagram : a alala. 


15. How to Jorn Hook VoweLs. 


The hook vowels do not retain a fixed upright position, but 
are turned round the beginning or end of the consonant 
stroke to which they are joined. The following diagrams 
illustrate the correct positions of hook vowels when they 
come at the beginning or end of a word, or between two 
strokes going in the same direction : 


bE ane 


Hook vowels coming between two straight strokes going in 
different directions take the same position as final hooks. 


Examples : drill —__,- fake y leaf -% feel \ 
EXERCISE tro. 


Copy the following, repeating each complete shorthand 
outline several times. 


Phonetic Phonetic Shorthand 
Word. Spelling. Signs. Outline. 
tool t-oo-l ae ee Se 
aloof 4-l-oo-f on“DN Ss 
bray br-a | ) | 


bravely br-a-v-l-i | v\ 7 U L 
<, 
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deeper 
trader 
leader 


glare 
failure 
healthy 


drapery 
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d-é-p(é)r os a | 

p(é) — 
tr-a-d(é)r —-vY— — 
1-8-d(8)r Oy am ieee 


g-l(a)r rd a a 
f-A-I(a)r ae men 
(h)é-l-th-i ys ev PP 


dr-a-p(é)r-i ome ND 


EXERCISE 11. 


Transcribe into Shorthand : 
(1) faith, bale, goal, gaol, blow, clay. 
(2) luff, vault, brawl, frail, freak, breed. 
(3) clerk, cool, trick, coffee, elbow, deeply. 
(4) elude, logic, eject, evoke, evade, occult. 
(5) pretty, legal, feudal, adult, cavalry, football. 


EXERCISE 12. 


Transcribe into Longhand : 
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® PoP? £N 
(5) fe AT oe 


” 


16. OMISSION oF “E” and ‘‘1” SHoRT. When “e” or 
a3 


i’”’ short come between two different-direction strokes, the 
first of which is a light stroke, the hook is omitted. Examples : 


fed\N__ f(é)d; kill Z k(i)l; liberty 5 (i)b-r-t-i. 


ce 


In words beginning with the syllable de, the ‘‘e’’ is treated 
as short when the stress is not on that syllable. Examples : 


debate ee ; deliver —. 


Note: The hook must be written if following a thick 


stroke or “‘l-r’’ stroke, as: drip — lurid Se 


17. DouBLeE VowELs. When two vowel sounds come to- 
gether, only the more important is usually written. Examples : 


theatre —ar th-é(4)tr; betrayal i b(e)tr-a(4)l. At the 
end of words, however, the two vowels are written in full, as : 
Lydia ~~? Leo “oe folio 3~O At the beginning of a 


word the combination 4-he is represented thus : ahead @— 
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18. LENGTHENED CONSONANT STROKES. When a_ hook 
vowel comes between b-b, or g-g, or v-v, the stroke is length- 
ened instead of the hook being written. Thus, a lengthened 


‘““b’’ means b-hook-b, so | is to be read as | 
Examples : baby giggle / deine he 


The syllables ted, ded, dit, did, are represented by a length- 


ened ‘‘d”’ stroke, as: voted S5$— folded 


CG. Fa AD. ee dedicate ea 


EXERCISE 13. 


Transcribe into Shorthand : 
1) big, dip, kit, bet, deck, led. 
2) dell, deal, fell, feel, peck, peak. 
) lift, deft, click, belt, figure, picture. 
) tragedy, electro, liberty, Baltic, Biblical, parted. 
) 


( 
( 
(5) fitted, graded, guarded, adapted, ticketed, attracted. 


3 
4 
5 


EXERCISE 14. 
Transcribe into Longhand : 


(1) > ZL ie; A Va “~ 
_ 
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3A A a. 2 5/3 
(4) |— ce ties ME ae 
Ot Asse e t ae ee 


19. Worp SicNns. Memorise this further list of alphabetical 
words : 


u_ he, his, him. 7 (up) will, well, less. 
va 

nN she, her, hers. ~ (up) are, or, our, hour. 

> we, \ favour. 

7 you, your. rs give, given, gives. 


Fi judge (j-). 


20. Purasinc. The alphabetical words may be joined 
together in the form of simple phrases, such as: of-the ,— , 


on-the Z 


, 


could-be [ , Lwill « , will-be 4 ; 


etc. Two circles may be joined, thus: of-a © . This 
enlarged diagram shows the correct writing formation : 


‘© Commence the large circle at the top, beginning 
with a left-hand motion as shewn by arrow. Two large 
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circles may be joined by making one slightly smaller than 
the other, thus: of-all © . 

Word-signs may also be joined to other small words, or 
used to form parts of other words, as: have-had \— , 


it-will-be was , to-day —, , before ki , welfare NA , 
together altogether 


EXERCISE 15. 


Copy the following Sentences : 
(t) You will be given a ticket for the luggage. (2) We hope 


Z| a maar i » 3 


to take delivery of the calico to-day. (3) A duty will have 
=a > —~,, on 4, ——— . os in 
to be paid on the velvet. (4) We have your letter of 12th 


7 a A. a OC . Fae a he 


October, and have drafted the deed. (5) He took his degree 


at the age of twenty-two and departed for Italy. (6) I beg 
om y, oO Vere or 


leave to appeal to the Court. (7) The dealer could judge the 


Boe ete ek ea 


value of the picture fairly well. ee id 
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EXERCISE 16. 


Transcribe into Shorthand : 


2 


He will give a travel talk in the Guildhall. 
We could take delivery in our barge at your quay. 
The party got together and debated the topic of the day. 


He acted in good faith on behalf of the league and averted 
a deadlock. 


(1) 
(2) 
(3) 
(4) A crook play attracted a big queue and filled the theatre. 
(5) 
(6) 
(7) 
(8) 


EXERCISE 17. 


Transcribe into Longhand : 

a er yY—-—»_ — f - ~* 
) aa 7. -~ > > \ 

3) _ L en aaa 


or a a 


ie Ctr age x 
(6) Ree eee iene 


(7) ee: Ci aaa 


S-D.S. 


Qa 
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SECTION III. 


VERTICAL AND HORIZONTAL CURVE CONSONANTS 


UNITS. 
21. 


Down Strokes. 


m  ( rm  ( s ay “t . 
m-m ( r-m-m ( Z T-Z 


n ) r-n ) S-S V7 I-S-S VY 
ng r-ng sh ae 
) ) 2 3 
nj r-nj zh r-zh 
ch: S r-ch -™!\ 


22. THICKENING OF CuRVES. It must be observed that the 
vertical and horizontal curved signs are thickened to prefix 
“r,”—that is, to place ‘“‘r’’ before. They may not be 
thickened to suffix or place ‘‘r’”’ after. The reason for this 
is that ‘‘r’’ occurs more frequently before these particular 
letters than after. 

23. CONCEALED VOWELS. When a vowel comes between 


oe ” 


r’’ and a curved consonant, it is omitted, and the curve 


thickened to prefix ‘“r.” Examples: rich ~™_ r(i)ch; 


rescue es r(é)s-k-0 . 
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{. Use or M-M, S-S, and NG. The signs m-m and s-s 
e not used for “mm” and “ss”’ coming together, but 
hen a vowel comes between the two consonants. The 
1aracters are therefore used as syllabic signs for any syllable 
ymmencing and ending with ‘‘m”’ or “‘s,” as in the words 
imic, memory, mumble, moment, says, passes, society. The 
laracter ng is used both for ng as in King, and for any 
llable beginning with ‘“‘n” and ending with “g,” as in 
ie words negative, nugget. 


}. POSITIONS OF CIRCLES WITH CURVES. Circles an turned 
SIDE of curves for their normal positions, as: ash o~  ; 
m 2 ;moat @ ;cause @ ;shock 79. When 
circle comes between two curves it is turned inside of the 
RST curve, as: shores oy; morn . ; sash Ve ; 


98s © . Between m and sh or ch the joining is effected 


us: mash GY ; match G—~™ 
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EXERCISE 18. 


Transcribe into Shorthand : 


home, mow, owes, gross, Mass, masses. 
cash, catch, bash, batch, flash, trash. 


(Z) 

2) 

3) amass, amasses, possess, memo, shoddy, choppy. 
) 

) 


( 

( 

(4) sabot, sober, lasso, shallow, shipper, shopper. 

(5) remorse, scissors, resources, orange, wrangle, bachelor. 


EXERCISE 19. 


Transcribe into Longhand : 


ih GO i of, Re RA a 
eC cee .g wo © h 

Bae tb €& 4 w—~\ 
@ 6, « Y la + 
(3) Sof = ess oo 9 


26. Positions oF Hooks witH Curves. Hooks are turned 
INSIDE of curves for their normal positions, as : aim? ; 


may G_ ; make G ; shave as In a few cases where 
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inconvenient to turn the hook inside, it may be turned 
outside, as: siege ss When a hook comes between two 
curves, the hook and SECOND curve are traced together with 
one motion, as: main 6 ; chase-—e_ ; chain side 


knees). . This means that, the hook is joined to the second 


curve in the same position that it would be if it were initial 
to the second curve. Note the similar position of the hook 


in: airs‘*©» and shares ~@,; aim Cand shame a 


When a hook comes between a straight stroke and a curve, 
the hook and curve are traced together with one motion. 
That is, the hook takes the same position as if it came 


between two curves. Examples: Dane —t ; daze—~_, 


keys‘~) ; cream id . In certain combinations the hook 
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is indicated by projecting part of the curve into the straight 


stroke, as: leas «<~ ; fame ¢ ; save Ne need )_ 


27. Positions OF OVALS WITH CURVES. Oval vowel-signs 
ordinarily take the same positions inside curves as do the 


circles, as: use ~~ ; shoe -» ; new ) . It should 


be noted that part of the curve forms one side of the oval. 
The following are the correct positions of oval vowels : 


between m & s (= muse 
between n & s hr news 


between sh & s ~~ shoes 


When an oval comes between a straight stroke and a curve, 
the rule is to begin the curve at the point where the oval 
Mishes, whether this brings the oval inside the curve 
Or not. 
The following examples show the joinings recommended 
M various combinations : 


a tomb -— tune -& lose 


éb boom b boon ~ pews 
€ loom “— loon fk accuse 


& fume —<> dues \y fuse 
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EXERCISE 20. 


Transcribe into Shorthand : 


1) chew, sue, shoot, freeze, seed, gaze. 


(1) 
(2) easy, lazy, cheaper, flame, female, deface. 

(3) forsook, forsake, receive, varies, arranged, rented. 

(4) satiate, aggressive, research, schedule, Naples, Chicago. 


EXERCISE at. 
Transcribe into Longhand : 
@ dd C wh w io 
Bo od 2 ee fer ue ee 
96 pend L£ & A 
a a ii 2 


28. Usr or RS ror Finat “-rrs.”’ When a word ends in 
‘-ers”” preceded by a vowel, the rs sign is always used to 
represent “ers.’”” Examples : 


‘payers ky borrowers SX lowers 
“A layers followers ‘<, careers 
ww players L- brewers \e viewers 


The came applies where final ‘‘-ers ’’ is preceded by an up- 
stroke, as in: 


je bowlers Jf callers ge i 
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29, WORD SIGNS. 
Memorise the following Alphabetical Words : 


( much ) no, not, know  - should, sure 


( member ) known 


w is, us, SO 


——~ which, such 


““s”’ or ‘‘d” may be added to a word-sign, as : & 


members, 2. knows; \__ favoured. ‘’ Member” 


thickened becomes ‘‘ remember ”’ 
EXERCISE 22. 


Copy the following Sentences : 
(1) The members of the party will meet in the Mayor’s 


= A ge ee ee 


(2) The papers say there will be a great holiday 


7° 1g=" 


Parlour. 
ee Ta: 


travel rush by train, motor-coach, bus, tram and _ tube. 


Re Nae. ee. a 


(3) A majority of holders are sure to oppose the issue of new 
Pa O Fite” all oe a teow. y) 


Shares. (4) Much may be said in favour of such a well- 
Oo 2 ra 


a a ae a 
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known policy. (5) We are in receipt of your memo and note 


yw a § ar Oo 2 ib 


your terms for cane sugar. (6) A military tattoo is to take 


CO ied Ne a IE 
place at Aldershot in the middle of June. 


ete us Leg» 


EXERCISE 23. 


Transcribe into Shorthand : 
(1) We promise to remit by cheque in due course. 
(2) I did not receive the journal before Saturday. 
(3) In your memo you omitted to give us the gross value of 


the cases. 
(4) Let us rest on the settee and resume our talk. 


(5) Such an episode should make good material for a drama. 
(6) He sailed the Pacific, made a journey across Honduras 
and reached home via Jamaica. 


EXERCISE 24. 


Transcribe into Longhand : 


() P26 rae -\ 7/2 x 


“& 


(2) a rs eee Te 
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(3) et ca, oS 
(4). UG Aaa) Ae a: PR? oe eee 
(5) — Jee I= ee mn Co ds 


(6) Wwe-p Deity: een. tee Go“, 
a ym 


30. BRIEF FORMS. 


The following brief forms for common words are obtained 
by dropping the last consonant stroke of each word : 


| able Y from _. that 
\ after Lb glad =, these 
4 came -> shall _© those 
o come 


These forms are easily adaptable to phrasing, as: 
“. after-that ; —sr those-should ; Ye from-that ; 


Lb glad-to-know 1A7 come-and-go joey we-shall-not. 
EXERCISE 25. 

Transcribe into Shorthand : 

(Words connected by hyphens should be joined as phrases). 


(1) He-is-sure-to make a-few calls in-the neighbourhood 
before he leaves. 

(2) A-few of-the-people came to-day and-the rest will-come 
on Saturday. 
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(3) We-shall-be glad-to-know which-of-the chairs you need. 

(4) A clerk from-the Attorney Office says-he-will arrange the 
matter for-us. 

(5) If he-is able-to-do-so, he-will purchase those vases at-the 
sale. 

(6) We-should-much appreciate the-favour  if-you-could 
arrange to rush these bales. 

(7) Our chauffeur has-a-good knowledge of motors and we 
permitted him-to choose our new car. 


EXERCISE 26. 
Transcribe into Longhand : 


GS i eee ma Parsee be 

@. 9a l-¢— “-~lytrr) 
Saal ae 

(3) Lod 4 en ners 
poe 

(4) aq F-sI9NT Vd /\ ps 

GA. ye s Ge ef 
me ks * 


(6) 3 i - sai? Tae, Vo A 


(7) — ONO Ge a boo - 
fie \ 5x 


Mt 
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SECTION IV. 


QUADRANT CONSONANTS. 


UNITS. 

31. Down Strokes. 
Ww i ie sm \. sm-r_ \ 
wh 
y a sn i sn-r ( 
st kw / kw-r 
s-st “* s-st-r \ sk } os sk-r 

skw skw-r | 


(kw represents the sound of Qu, as in “ queen.”’). 


32. The difference between the formation of these qui 
—or quarter circle—signs and the vertical and hori 
curves of Section III., must be carefully observed. 
difference is very clearly seen if we imagine the signs 
written within a square. If we start the on or 
curve in the top right-hand corner of our imaginary s 


it will finish directly below in the bottom right-hand « 


thus: M iC If we start the “w” or “y” qu 
in the same top right-hand corner, the sign will finish 


Similarly, 


bottom left-hand corner, thus : 


commence the “n” or “ng” curve in the top lef 
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corner of our imaginary square it will finish directly below 
in the bottom left-hand corner, thus : N | If we start 
the “st” or “s-st’’ curve in the same top-left corner, it 


will finish in the right-hand bottom corner, thus: ST iN 


33. CONCEALED VOWELS. When a vowel comes between 
ae ws and ce at te st ” and i ie ce kw ” and e t- “oe sk” and 


“ae ” 


r, etc., 
it is omitted. Examples: start “YY st(ah)rt ; 


scarf rs sk(ah)rf ; work St w(uh)rk ; yard Lo 
y(ah)rd. 


In cases where a quadrant consonant is followed by a 
vowel and ‘“‘r”’ and a horizontal or vertical curve, the 
alternative offers itself of writing the vowel and thickening 


the curve instead of the quadrant. Example: warm é 
w-au-rm, alternative to x w(au)r-m. This alternative 
is useful when it is desirable to vocalise a proper name, as: 


Quorn x kw-au-rn, alternative to 4 kw(au)r-n. 


7a “ 


34. PosITIONS OF VOWEL-SIGNS WITH QUADRANTS. Circles 
and hooks are turned inside of quadrants for their normal 
positions. The same methods of joining apply as in the case 
of the vertical and horizontal curves, explained in Section III. 
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Examples : stack >) : wait ¢ ; awoke b 


taste -S\ ; toast —o~ 


EXERCISE 27. 


Practise the following formations : 


"stop 4 strap /- quote 
"9. stroke , streak >» stark 
G. water G= waiter 4, witty 
"assist oY’ sister LY persist 
A, waste K west & yacht 
Or straws “AL strays TU stairs 
AS 


Scotch ay squeeze 4 screen 


EXERCISE 28. 
Transcribe into Shorthand : 


(1) way, woe, straw, strew, stray, steady. 

(2) ask, oast, past, paste, post, scorch. 

(3) stock, state, stoop, scrap, scrape, acquired. 

(4) whack, smaller, guest, gusty, musty, queen. 
(5) quest, quail, largest, sneeze, smooth, sceptic. 
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EXERCISE 29. 
Transcribe into Longhand : 


ae ae ee cane ane See 
(3) Se be 4 my 
Ww wed & p bv 
(5) S: <a Bi sae oa S 


a5. Up STROKES. 


ts & ths * 


It is expedient to write the “up” quadrants at a slightly 
greater angle from the vertical than the corresponding 


: wt 
“down ”’ strokes, thus : a : ae 
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EXERCISE 30. 
Practise the following Formations : 


—>— spot — spade “Ly gasp 


= slot ae slowed Bre 


—6 dots .- votes ee 
Co modes ra loads A encias 


7 speech x. speeds LF seats 


36. Sytiasic UsEs oF QUADRANT SIGNS. Some of the 
two-consonant quadrant signs have syllabic uses in addition 
to their ordinary significance. 
SK for the syllable sek, as in the word section. 
SM for the syllables sim, sam, sum, as in: simple. sample, 
sumptious. 
ST for the syllables sit, set, as in citadel, settle. 
ST for the word-endings ced, sed, zed, as in forced, pursed, 
proposed, amazed. 
STR for the word-endings sit-r, sid-r, as in depositor, 
consider, 
TS for the syllables tis, tus, as in practise, participate, 
Cactus, 
DS for the syllables des, dis, as in desserve, dismay. 
SP for the syllables sep, sup, as in September, supply: 
SL for the syllables sil, sel, sal, as in wassil, sellers, cancel, 
salvation, universal. 


ce ” 


37. SYLLABLE “Woo.” W stands for ‘‘ woo” at 


beginning of words, as: wolf 4 but the oval may be 
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substituted when it makes a better outline (as when coming 


before “‘m”’ in ““ woman ”’) or where desirable for differen- 
tiation. ‘‘ Wooed”’ should be written —— to distinguish 


from ‘‘ wed,” as in the phrase: ‘‘ Wooed and wed” : —~— 


et ey 


38. DroppinGc oF DisTINGUISHING Marks. At this stage 
the student may discontinue the use of any distinguishing 
marks against the vowel circles or hooks, except in such cases 


as they may be necessary in isolated words or in unfamiliar 
proper names. 


EXERCISE 31. 


Practise the following Formations : 


P| sector oe secretary \, sample 
i pleats 


\ summer \~simplicity 
\¢— simulate ae facsimile \\ visitor 
~~ chased G amassed CY amazed 


NX, forced Be ca b practice 
V1- participate q- cactus _/7 septic 


\o/ fossil _7 sellers eon 


39. Worbd SIGNS. 


Memorise this further list of Alphabetical 
Words. 
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Fa who, whom, { some, sum 7 (up) this 
whose same, seem 


‘é yesterday he soon, seen, _ (up) days, does 
just s { quick, _/ (up) spite 
quality-ies 
self, 


ceased (up) 
BT yg circumstance-s ao selves. 


seized 


Notes on Word Signs: The circumstance sign is used also 
for the word-beginnings civcu and ciycum, as in the words 


“ circulate ”’ 7 = “circumspect ”’ Ze. 


The self, selves, sign is most generally used as a word- 


beginning or word-ending, as in “ himself ”’ ee ,  our- 


selves ”’ ear: “ self-taught ’”’ . When the word- 


beginning self is followed by a vowel, it is necessary to dis- 
connect it from the remainder of the outline, thus: “ self- 


help ” os ,  self-effort ” Y. “ . The common word 
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“* selfish,’ however, is best written Pde , avoiding the lift. 
To express the word “ goods,” it is better to add “ ds” to 


to the wordrsign, rather than “ss.” Thus: , oll 


EXERCISE 32. 


Copy the following Sentences : 


(1) Those smart coats which you purchased last summer do 


not seem to have worn very well. (2) In spite of these 
yk ¢ \ \9= 
io 


circumstances the scheme does not seem to have lost support. 


2 ee nD 


(3) Messrs. Edwards & Willoughby, of Yeovil, offer a range 
Cu 


: 7 cao fo o& My <5 


of best quality Scotch tweeds. ) Yes, this is the quickest 


eo te. ae we 
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way to solve the cross-word puzzle. (5) Please state whether 
= or". ay by 7 - [A “Ss i 
you wish us to forward samples of the special mats. 

ae eae > Sane ~ se — 


(6) This newspaper states that the Mail Steam Packet group 


have acquired some new boats. 


ee ee, ee ee 


EXERCISE 33. 
Transcribe into Shorthand : 


(1) We-shall put forward our best efforts to meet your wishes 
in-this matter. 

(2) In-spite-of-the wet weather last week the strawberry crop 
is still adequate. 

(3) By smash and grab methods, thieves seized a tray of rings 
and made their escape in-a fast car. 

(4) Our Mr. William Watts, who-will-be in Gloucester very- 
soon, hopes to show you some-of-our latest novelties, 

(5) We offer a range of cars and spares which cover the needs 
of-the modern motorist. 


(6) The coachwork had-some scratches, but-the seats and 
upholstery were in-a-good state. 
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EXERCISE 34. 
Transcribe into Longhand : 


pp be ie Os 


Oe a Spe ee 


cee ae eae oe Ns 
Ce ee ee eee ee 


ee a a 


40. BRIEF FORMS. 
The following are some further brief forms for common 
words and business phrases. 
\o small — difficult-y 
6 what Cit is (up) 


g whatever —,_,» Dear Sir 
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C was (w-s) ~om, » Dear Sits 

‘eS most, must (m-s) = Dear Madam 

C might om Yours truly 

€ Iam \y, Yours faithfully 


EXERCISE 35. 


Transcribe into Shorthand : 

(1) What-is-the cost of-the small walnut desk which-you saw 
at-the stores yesterday ? 

(2) A-few-days elapsed before-the mystery was solved by-a 
smart journalist. 

(3) The steel workers have-just struck work, but it-is hoped 
the stoppage will-be over in-a week. 

(4) Whatever may-be-the circumstances, we must ask you 
to liquidate these claims. 

{5) Most-of-the jackets have silk sleeves and it-will-not-be 
difficult to add pockets. 

(6) Dear-Sir, We-are-in receipt-of your postcard and-will 
forward samples by parcel post. Yours-truly. 


EXERCISE 36. 


Transcribe into Longhand : 
ny: a ey See ArvLI4 net ae 
Sie dee 


po See eer ed? 
ae Seog o> x 
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Gf tH & Ss Poy Hea Hn BL 
es eee 


W- &6YrFO> leas 


6). -~Cey—-Qz,le-~ ev 
vey pele bats ea 


(0) my © WY rie. Oe 29 
a ee ~ 


EXERCISE 37. 
A BUSINESS LETTER. 


Transcribe into Shorthand : 
DEAR SIRS, 

We-have just received word from-the Dock Company 
that-the two cases of steelware which-you were-to deliver at 
Bristol on-the 30th ult. reached the docks too late for-the 
S.S. Western Star. 

You promised to-have-the cases delivered at-the docks 
at-least by Thursday last, and-in view of-the circumstance 
that-the vessel did-not sail till Saturday, we must assume 
that-the delay in delivery was caused by neglect on your part. 

We-had secured freight for-the Western Star and it-was 
most essential that-the goods should-go forward by-this 
vessel. A delay of two weeks will thus be caused. 

We must ask you in future to-see-that-our goods are 
promptly forwarded to-the docks. Such delays are-most 
troublesome to-us. 

Yours faithfully, 
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SECTION  V. 


SMALL QUADRANT SIGNS. 


UNITS. 
41. DOWN STROKES. 


an, en, in \ or > as in: Band, enter, print. 
Up STROKES. 
on, un @ or 7% a8 in: gone, fun. 


“ 


. “= 
These characters are very small quadrants ae Nos. I 


4, 
ye 
and 3, traced downwards and forwards, denote an, en, in. 
Nos. 2 and 4, traced upwards and forwards, denote on, un 
In both the ‘“‘ down ”’ sign and the “up” sign there is thus 
a choice of two positions. The position must be chosen which 
forms the better angle in joining. When correctly joined, 
these small characters cannot possibly be mistaken for hook 
signs. 


42. JorninG. In joining, initial small quadrant signs must 
make the sharpest possible angle with the consonant sign 
which follows, as: enter ~~ (not \. ); hunter 
(not ~~ ). Medial or final small quadrants must make the 
sharpest possible angle with the preceding sign, as: 

dent —_ (not ——~_); deepen ~ (not iS 
stun “ye. fot “Sy .): oe 


43. PosITIONS OF VOWEL SIGNS. Circles and hooks take 
their normal positions inside the small quadrant curves, the 
same as with the larger curves. Examples: any \G_ ; 


another O= ; penny L : fanny Ayo 3 inept “ge. 3 


unofficial 2-4. In certain exceptional combinations, where 


SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR Bye" 


it is impracticable to turn the hook inside of the curve, it is 
necessary to turn it outside, as in: unable es 


EXERCISE 38. 


Practise the following Formations : 


LA send _—, spend os spun 


4_ winter f-— wonder j= yonder 


LA pencil L bank /— pond 


thank =~. tender _r~ tunnel 


2 
‘stand (mend (> Monday 


insist aa inward ~ Ty entail 
v7 enlarge ~~ Inch 7 anchor 
7” sunny & annul 77 Vunch 


/ none me unaided 2 unaffected 
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EXERCISE 309. 
Transcribe into Shorthand : 


1) went, want, bond’, bronze, plant, banker. 

2) canal, cancel, current, engine, arson, reason. 

) ascent, agony, induce, recent, piston, driven. 

) cinema, opinion, English, guarantee, apprentice, paraffin. 
) Germany, analysis, insistent, principal, cylinder, assassin. 


( 
( 
(3 
(4 
(5 


EXERCISE 40. 


Transcribe into Longhand : 


44. UsE AS, AM, EM, IM, and om, UM.~ Before the consonants 
ce ” (é ” , S 
p’’ and“ b,” the small quadrants an, en, im are used to 
represent am, em, im; and on, un used to represent om, wm. 
ae ”? 


The reason for this is that while ‘““n” very seldom comes 
before ‘‘ p” or“ b,” ““m”’ very frequently does. Examples : 


ample ‘vy  ; temper y ; imperial \Y ; humble 


Te - sombre | 
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The upward small quadrants are also used for the word- 


endings om, um. Examples: seldom Bae album ai : 


glum i? 


45. THICKENING TO ADP R. The downward small quadrants 
are thickened to suffix ‘‘ r.’’ When a vowel comes between 


an-r, en-r, in-r, it is omitted. Examples: inner \ in(@)r ; 


banner s b-an(é)r ; tenor t-en(6)r. 


“ey 


The upward small quadrants are not thickened. In the 
few cases where “r’”’ follows on or un, it is represented by 
the ‘“‘r’’ stroke or by thickening a curve consonant, if such 


should follow. Examples : honour Fas ; honours AY . 


EXERCISE 41. 
Transcribe into Shorthand : 


(1) dump, sump, embed, amble, impress, umpire. 

(2) lumber, impressed, impart, importer, imports, embark. 
(3) embalm, embarrass, embezzle, impeach, temper, slump. 
(4) spanner, general, canner, winner, dinner, anarchy. 

(5) 


5) September, encumber, champion, random, implicate, 
gunner. 


EXERCISE 42. 


Transcribe into Longhand : 


oe a es Oe 
eo Asma} ve be 
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oo 
iA 
g 


pas 
oF 
hy 


” 


46. TERMINATION “ ING. The downward small quadrant 


is used for the word-ending ‘“‘-ing,’’ as in: stopping a ; 


backing ; > thanking XY ; following es : 


‘ 


In one-syllable words, when the “ing” is not a suffix, 
ee ? 


but part of the root word, it is usual to employ the “ ng 
character. 


Note the difference between : fling ak ; filing Ww ; 


spring a ; spar-ing a 


47. WoRD SIGNS. 


Memorise the following alphabetical words : 


\. when, time, J they, them >) many 
times. 
(traced up 
or down). ? only (up). 
¢ would, wood ; 
(traced up 
or down). 
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As an aid to memory, it should be observed that the sign 
for ‘“when”’ is the “en” quadrant, and the association 
between “when ”’ and “ time ”’ is very clear, the answer to 


ce 


when always being time. The composite word “ some- 


‘ 


times’? \. (made up of the word-signs “some” and 


“times ’’) can also be used as a memory aid, observing that 
the “‘ times’ quadrant has the same shape as the “ some ”’ 
quadrant. The quadrant position for ‘ would, wood” is 
very easy to remember, as it is a small “ w.”’ 

The word “ any,” although not a word-sign, should always 


retain the fixed position: G to distinguish it from the 
form for “ many.” 


EXERCISE 43. 
Copy the following Sentences : 

(1) The plan is a good one but, at the same time, I do not 
peta. MAA or F | . =) 
think it would improve the present efficient working. 
ns x ee 7 ee a x x 
(2) The demand for foreign money has strengthened towards 

as a Meo Ue ye, = a 


the end of the month. (3) Many of our customers are waiting 


-~-so € x + oe Ras eZ. 
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for the winter sale to open. (4) When I am in London I will 


eee ES ee bs ha ee at 


endevaour to call and inspect your many patents, including 


TY -F— +t? in ZA 


the aluminium cylinder. (5) It is only a matter of selecting 


at Se ae Be Pe 5. Heel ee 


the best time for putting the Legion on a permanent footing. 


ae ee ee a a 


EXERCISE 44. 


Transcribe into Shorthand : 


(1) The recent French Budget includes many increases in 
imposts but the burden is evenly placed. 


(2) They cannot guarantee the engine unless the best quality 
lubricant is used. 


(3) Would you be free on Wednesday to attend the tennis 
championship match at Wimbledon and then go to 
the cinema ? 

(4) The Central Board will include members of the 
Ministry. 

(5) In any event, the only course open to them is a most 
unpleasant one. 


(6) The evil results of the slump are apparent in many 
centres. 
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EXERCISE 4s. 


Transcribe into Longhand : 
(x) i PIS, Pe 
a a = ae 


Atel Oe at eG | A- 


fs 
3 —~J 44 4! 2 


(4) Ce ee wk ee ee ead Ne ae 
Ch ee ge EO Ne ee 
MERE ep Na Mee 


6 \ - 
a ae ee A ae a a, 
" 
48. EXTENDED USE OF SMALL QUADRANT SiGNs. The signs 


“an, en’’ may generally be used for the long sounds of 


“ain,” “een.” Examples: remain a - maintain \ 


restrain Sr! change Me mean. @ ; been ‘ , 
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canteen A? Before p or b, ““m” takes the place of 
‘““n”’ with the long sound. Example: chamber os 


« , 


The signs ‘“‘on, un” are also used for the long sounds 


ae ” ae ” Cc ”> 


oan, oon, tin.” Examples: grown L ; lagoon 


fr ‘fortune \- ; union _y _ ; afternoon *% 


49. TRACING BACKWARDS TO ADD “‘S.”’ The small quadrant 
signs when traced backwards at the end of words, take ‘‘s.”’ 
This is particularly useful in plurals and in words ending 


“ance,” “‘ence.”’ Examples : Appearance A ; impatience 
‘La > immense C ; MetSe ALY | heen : 
dinners _ ; feelings \sT ; beings | » dunce —k 3 


response 4; fortunes N& . In order to add double 


“5” to the quadrant, the quadrant is enlarged in addition 


to being traced backwards. Examples: appearances A : 


senses i : offences Pa - differences — 


ae ” 


(Note: The sign cannot be mistaken for ‘‘w,’ as that 
letter never ends a word in shorthand). 
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50. BrrEF Forms. 
- upon Y anyone “WO answer 
ie beyond A one another £ young 
be between L bring A quantity-ies 
a against — thing SY etc., et cetera 


EXERCISE 46. 


Transcribe into Shorthand : 


(1) The word Bank is generally said to-have come-from-the 
Italian Banco a bench, from-the circumstance that-the 
money changers of Lombardy carried on their affairs 
at benches in-the open street. 


(2) We-shall-be sending the inventory to-our agent, Mr. 
Anderson, of Crescent Chambers, Preston. 


(3) Just think for-a moment of-the benefits these plans would 
bestow upon humanity. 


(4) In-answer to-your enquiry we-have-many bargains in 
woollens, sheetings, etc., of splendid quality. 

(5) The difference between these cabinets is-that one has 
painted timber framing and-the-other has nickel 
fittings. 

(6) Anyone can see at-a glance that-such immense quantities 
are beyond the scope of-a single plant of machinery. 


(7) Another thing against the intended change is-that it-will 
hamper the entrance of young candidates. 
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See 


EXERCISE 47. 


Transcribe into Longhand : 


ae eee 
oe 


Maer) fa ae) es 
Lise Ves & eee 

ii eh aie eset at a 

ay i ae Bae, O° ye 

Oe See Oe ae 
i si a al 

ha os Aen Bg bey NG hy 
yy eaaas 

OE ote geen he ne ee 
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63 


EXERCISE 48. 
A BusINESS LETTER. 


Transcribe into Longhand : 


WEzA- 


" 
ae 


—__ 


> FING J Of ~? ly 
es ae SO 

ee Se ee 
Ho») —— A - 44h. es ae 
OE ee ee a ee 

PLO HN. ee 
FR,» — mm > Pm Pa 
fer he 

AN ah — & ae 
ee 


gee on? x 
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EXERCISE 49. 
Revision Exercise to be worked after a general re-study of 


the Sections I. to V. 


Transcribe into Shorthand : 


A. 


(1) pa, paw, oaf, cock, ocre, adieu, utter. 
(2) cube, viewed, curfew, Crawford, jobber, packer. 
(3) barter, burgher, barrack, procure, averred, back-door. 
(4) Quite a few people have brought their food. 
I hope to go over to Bute in a good boat. 


B. 
(1) heap, heave, ale, air, eager, low. 
(2) below, flaw, bee, lea, Dee, flay. 
(3) beaver, leader, gate, pave, caper, flavour. 
(4) defer, ledge, leather, Ethel, allege, bicker. 
(5) We-could-put him up for-a day or two. 


We hope the judge will-give a verdict in-our favour. 


C. 
(1) mow, palm, dome, mash, foreclose, severity. 
(2) faces, forces, passive, rendezvous, orange, remote. 
(3) chain, tame, graze, trays, chases, callers. 
(4) After-all, there-is-not-much to-be saved by-that process. 


Are-you-quite-sure-that you remember the date of-the 
Lord Mayor’s Show ? 


DD. 
(I) wage, ward, weedy, wheeze, steal, stevedore. 
(2) yawl, yolk, snugly, snatch, synopsis, barbarism. 
(3) quibble, quadrill, qualms, escalator, burlesque, scholar. 


~~ 
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4) sluggish, celebrate, gospel, bespatter, poultice, needs. 
) It-was-a most lucky circumstance that-the motorist 


stopped at-that spot. 


The best quality does-not seem to sell so easily as-the 
cheaper grades. 


E. 


) chancel, warden, happened, avenue, insular, innkeeper. 


(2) Lawson, prisoner, patronage, unaware, undo, unasked. 


) scamp, pamper, temperature, plumbago, humbug, em- 


braced. 


) nicotine, unclean, appertain, lending, ozone, rushing. 


buildings, workings, clearance, quittance, beginners, 
foreigners. 


(6) Time-after-time they attempted the ascent but they-were 


unable to-get beyond the lowest peaks. 


EXERCISE 50. 
Revision Exercise to be worked after a general re-study 


of Sections I. to V. 


Transcribe into Longhand : 
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eo LB £ a ee ae 
3 2 a 2). ee 4 ¢ 
(4) ae eo ify ft ee \F 


Ce ee a ee ie 
a ee a ee eg 
eee ae 


a) 4/7 A YT RS \ : 
a ee Se ea a a 
(3) w \ 4 a. he 
me 2 ee eo 
6) 4 J ~ an ae 
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INTERMEDIATE EXAMINATION 


At this stage, having made revision of the first five sections, 
students may undertake the examination for the Inter 
mediate Diploma of Accuracy. 

The examination constitutes a thorough test of knowledge 
up to the present intermediate stage. Successful candidates 

are awarded the diploma, 
iaNIe whilst those who fail may 
lojejo'e have their papers returned 

with correction of errors. 

It is recommended most 
particularly toself-teaching 
students before they pass 
on to the study of the 
remaining five sections of 
the system. 

Students who are under- 
going instruction should 
enter for the examination 
through the medium of 
their teacher or school. 

Papers are set by the 
Sloan-Duployan Shorthand 
Society. The examination 
fee is 2s., plus 3d. for tube 
and postage. Full partic- 
ulars are obtainable from 


THE SECRETARY, 
SLOAN-DUPLOYAN SHORTHAND SOCIETY, 
70 ‘TAYLOR STREET, 


GLaAscow, C.4 
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SECTION VI. 


UNITS. 
51. DirHTHONGs. COMPOUND QUADRANT SIGNS. 
oi @ as in toil. own 6 or # asin town, 
i 2 ,, tie. oin OV or @ .,, coin. 
Owe , <OwW, in + of € , kind. 
(veversed 1m 
joining). 


52. FORMATION AND JOINING OF “ot.” This sign is made 
up of the large circle for “ au” or “ o” and the hook for “i” 
short. The following diagrams show the normal joining 
positions (1) with down strokes, (2) with horizontal strokes, 


(3) with up strokes. 


(x) eee 3) 


When ‘‘ oi” comes between strokes going in different 
directions, the hook must always be joined to the following 


stroke without forming an angle. Examples: toil -e” ; 


voyage 9 ; boys - ; noise & 


The same sign is used for “ 6-i’’ as in stoic 7) , and 
“6-e”’ as in poet db 


c= 9) 


53. FORMATION AND USE oF “i” LONG. ‘This sign is made 
up of the small circle “ah” and the hook “e”’ (ah-é=i). 
It is joined in exactly the same manner as “ oi.” Examples : 


Brighton L sr 3; Wright Pad > Knight a. 
tr 


‘e 
“wt 
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The full i sign need be used only in proper names and for 
the words “ eye,” “high.” In ordinary words it is sufficient 
to use simply the “‘ ah ”’ circle for i, because “ ah ”’ forms the 


chief part of the sound i. Thus: \ fat or fight ; 


i. bat or bite. 7 hack or hike. 


EXERCISE 5r. 


Practise the following Formations : 


des boil “Lloyd ae, Childs 


a4 


enjoyed “Sykes 


hoist cloister AW" Lycett 


Nigel & White 


loyal a annoyed *(- Simon 
LEN 


Ly 

©) 

& — moist 
é& 


quoits | Blyth G Wyatt 


ut 


EXERCISE 52. 

Note: In this exercise use the small circle for i long, except 
in proper names. 

Transcribe into Shorthand : 
(x) oil, spoil, moil, voile, Doyle, royal. 
(2) loiter, doit, poise, foist, cloyed, rhomboid. 
(3) Isaac, Highlands, Wright, reside, dyed, cried. 
(4) milder, entice, crisis, Carlisle, Tyler, stylish. 
(5) Nigeria, widen, buyers, trials, variety, typewriter. 
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EXERCISE 53. 


Transcribe into Longhand : 


(x) we yhwz c 
(2) by 2 we ér ew & 


i oe a oe 


te 


oe re aa 


“ow” CIRCLE. The small circle is 


” 


54. JOINING OF THE 
joined in a reversed or abnormal position to represent “Ow 
as in “cow” or “ou” as in “ loud.” Note the difference 
between these pairs of joinings.: 


Normal. Reversed. Normal. Reversed. 

at ox out o— brass Me brouse ie 
tight —o— tout —s— sat \e south ~4- 
bad | bowed = aster 7) ouster “\ 
Me loud “~— bats [- bouts Va 


‘ 


55. JOINING OF THE “ OWN” CHARACTER. This sign con- 
sists of a small circle and upward small quadrant. The 
quadrant is generally joined in the same manner as the 
“on,” “un” quadrant of Section V. Note the similarity of 
the quadrant positions in the following examples : 


72 SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR 


on, Un. own. on, Un. own. 
ton! town —< sunned ~~“ sound ~»” 
gun Fi gown ps under = hound e— 


none }- noun 2 lung 7 lounge 4 


, >» 


The only exceptions are after ‘“‘m”’ and “ w, 
own position differs from the on, un, position, thus : 


month (— ;mount @~— _ ; wonder [—- ; wound — 


when the 


EXERCISE 54. 
Transcribe into Shorthand : 


1) owl, house, dhow, trout, bout, fowl. 

2) sprout, endow, towel, shower, powder, scout. 

) outhouse, avowal, gunpowder, crowded, Cowley, espouse. 

) grounds, trounce, mound, pronoun, bounty, warehouse. 

) renounced, astound, downwards, viscount, scoundrel, 
impound. 


( 
( 
(3 
(4 
(5 


EXERCISE 55. 
Transcribe into Longhand : 


(1) 2 Ne i ps Aes 


i oa Ser Se Tey 
dee ae Ve OO ee 


Ses 


By Soe Ue 
BS) Aen ON Af em pr 
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56. FORMATION AND JOINING OF “orn.” This sign is 
composed of the large circle “ au’”’ and the small quadrant 
“in.” The quadrant is traced downwards and forwards and 
joined like the an, en, in quadrants of Section V. The same 
formation is used to represent “‘ 6-ing,’’ as in the word 


“ following.” Ye . Note that “oi” and “in” are not 


used together. For “ oi-in,” as in “ employing,” use simply 


“6 oin,”’ 42 

It is desirable to observe clearly the difference between the 
formation of this sign and the “oi” (circle and hook) 
character. 


ot. oun, on. 


ot. 
coy & coin % joyed Pe joined ae 
poet _ point A_ Lloyd © eloined -— 
alloy & loin annoyed ©— anoint Q— 


57. FORMATION AND JOINING OF ‘‘in.” This sign is com- 
posed of the small circle ‘‘ ah’ and the small quadrant “‘in.” 
The joining of the quadrant is similar to that of the “ an, 
en, in”’ signs. Note the similarity of the quadrant positions 
in the following examples : 


in. in long. mn. in long. 
pin 4 pine 4 lynn ~~ line 
sin VAL sign \R shin —, shine 2 
ce dine: .—¢. spin _*~ spine _*- 


” 


The only exceptions are after “w” and “ds” thus: 


win 4 ; wine é ; descent | a ; design g~ 
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EXERCISE 56. 
Transcribe into Shorthand : 


I) pointed, groin, purloin, enjoin, coinage. 
2) mind, signed, grind, blind, pined. 

3) tiny, final, assign, decline, canine. 

(4) dynamite, Chinese, remind, align, Rhine. 


( 
( 
( 


EXERCISE 57. 


Transcribe into Longhand : 


(1) b fed oe ae 
e 


(3) 


Ae SA 


Ss oe 


(4) et 
58. ADDING R To “oIN” AND “iN.” The quadrant 


portions of ‘“‘oin” and “in” are thickened to suffix “r.” 


A vowel coming between oin-r or between in-r, is omitted. 
Examples : 


coiner A; joiner aA ; finer BS  ; miner 4 
59. ADDING FINAL S To “ on,” ‘IN’ AND “own.” The 
compound quadrant signs may be traced backwards to add 


“s” at the end of a word. Examples: coins 4 


) 
joiners me ; annoyance ko ; twines z ; miners 


f ; downs —\ ; bounce A 
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60. BRIEF FORMS. 
| about \ however _,—» undoubted-ly 
+ = announce-d Ps right, write Z without 
{ situate 
——» doubt — throughout TY situation 


The word “ how’”’ 


when standing alone is represented by 
the special sign © 


Commence in the middle of the circle, 
moving upwards to the top of circle and completing the circle 


with a left-hand movement. When joined in a phrase, the 
small reversed circle is used for “ how.” 


Example : how- 
did-you a. - how-much . 
EXERCISE 58. 


Copy the following Sentences : 


(1) The skyline of the high houses was softened by the half- 
eee se oi Biegns ees ie of 


lights of the summer night. (2) There are 16 ounces to the 


S i; ea ee | ere; 


_ 


pound in avoirdupois weight but only 12 in troy weight. 


a." Se \ i> FZ \ @ —— 


(3) Things are very quiet on this side just now, and buyers 


sp ae 
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have acquired some choice offerings at low prices. (4) Science 
Ne cs tg 723 * mie eee ww 
has undoubtedly made great strides throughout the year 
about to close. (5) The noisy typist undoubtedly caused 
F -2, ~ Qt > A 
annoyance to her frowning employer, (6) This set has a 
\o _n ae Ye « c tet ey 
moving coil loud speaker of the energised field type and is 
ae & A7— A o~ e, ae ~~ 


housed in a cabinet of the right kind, 


a 


EXERCISE 59. 


Transcribe into Shorthand : 


(1) A tidy man does-not keep many loose papers lying about ; 
he binds them in-a file. 

(2) I hope you like the Isle of Wight and-have found a-good 
situation at Ryde, 

(3) Make out an invoice to Boyd's for-the oilcake sent yester- 
day to Carlisle. 

(4) We-are in-receipt-of your offer to supply outsizes in 
gowns, but your prices are a little too high, 
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(5) The line space lever and-the vibrator are important parts 


of-the typewriter. 


(6) Two new types of giant air liners, for passengers and 


freight, are-to make trial flights today. 


EXERCISE 60. 
Transcribe into Longhand : 


yo Gas ee Ce 

Be eee ae 2h ea 
eased Pies x 

(3) jhrdeo = ler e 

(44) N@ ~~ J fr =F 
= ame Dee eee Se 

a A oe Fee 
é—— joo ab ¢— 
ne ae a ae 

Oe a ate Se eat em oe 
i et eee a 
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SECTION VII. 


UNITS. THE. RK RULE. 


61. Appinc “R” To VowELs. MEDIALLY AND FINALLY. 
When a vowel and ‘“‘r”’ follow a horizontal or vertical curve 


”? 


(those signs that may not be thickened to suffix “r’’), the 
“r? is indicated by reversing the position of the vowel sign. 


Compare these normal and reversed positions: sot \9— 
sort \2-;shot ~e- short ~O ; mole o moral (y . 
need J neared ),_ ;_ shade —a— shared ~v— ; 
me ( mere ( ;my ¢ mire ¢ 

The same principle is applicable after the upward quadrant 
signs ‘‘ ts, ds, sp, sl.” Examples : desert a seller ms ; 
For “‘s-p-r” it is usual to use the separate ‘‘s”’ and “ pr 


signs, as in the word “separate”? “t— , but the reversed 
vowel sign may usefully be employed where differentiation 


is desired, as “ spirit” —7— 


62. TREATMENT OF “ER,” ‘“1R,” “UR,” ETc. For the 
somewhat indefinite short vowel sound of e or u contained 
in the termination “‘ ure,” as in the words pleasure, measure, 


treasure, the reversed hook is used, thus: VY Co - . 


For the medial sound of iy or ey as in the words chirp, 
myrtle, circus, serf, nerve, deserve, the reversed hook is also 
used. A distinction can thus be made between such words as : 


serf RX surf iQ 3 serge a surge oe sassert enr— 
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assort eo . In the case of a normal hook position 


being outside of the curve, as in the combination “ siege ”’ A ; 


the reversed position is indicated by the formation of an 


angle, thus: serge = 


63. REVERSING FINALLY AFTER STRAIGHT STROKES. Al- 
though reversing of vowel signs takes place mainly after the 
signs that may not be thickened to suffix ‘“‘r,” there are also 
certain uses for the principle after other characters, finally. 
For example, if the circle position of the word “‘ borrow ”’ d 


be reversed thus L the word is changed to “ borrower.” 


Other examples of normal and reversed pairs are : grow of 


grower 4 : brew | brewer | : blow lo 
blower lo ; free “\ freer \ 


The principle may also be employed when it is desirable 
to vocalise short words ordinarily represented by one char- 


acter, as: boar F alternative to { : fore NO 
alternative to \ - steer \, alternative to 


EXERCISE 61. 


Transcribe into Shorthand : 
(1) north, mortar, shorter, sorter, Morgan, Norway. 
(2) Survey, mart, chart, sharpen, sergeant, Charles. 
(3) service, merit, merlin, cheered, reserve, deserve. 
(4) steamer, desire, deserted, bearer, follower, Limerick. 
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a ee eee ee 


EXERCISE 62. 


Transcribe into Longhand : 


las 


64. IniTIAL “R” BEFORE VOWELS. Reverse vowel positions 


to prefix ‘‘r”’ at the beginning of a word, as: rob P ; 


rack f/ ;root =— ;ride e— ; rib f ‘refer 


reader <— ~—; reward Z_ ; require S > rates ” 
Note the following pairs of words illustrating Normal and 
Reversed positions : 


at .— rat a ate < rate <— 
hood ..— rude =— ache 7 rake / 
auk Y rock evoke No, revoke *e 
over i rover X elate “- relate “~~ 


whole © roll O” aids a raids , a 


Although initial reversing of vowel signs takes place chiefly 
before straight stroke consonants, the principle may be used 
effectively before curves in such words as : 


Tac€e ny roars AY rears “\/ 


SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR 81 


“Un”’ may be prefixed to the hook in words such as: 
unready S > unreal 9 


65. “R” FOLLOWING INITIAL VOWEL. When an initial 
vowel and “r’’ are followed by a horizontal or vertical curve, 
the “‘r”’ is naturally provided for by the thickening of the 


curve, aS: arch 67 ; arrange ) ; arrest qe ; 


arm (€ ;earn 9 . When an initial circle and “r” 


ce 


are followed by a straight-stroke, the “r’’ may be omitted, 


as: organ Z ; order G— ; architect Ze <- in 


‘ 


proper names, however, the “ r’’ stroke should be written, as : 


Arctic vy : Arthur ae . In the case of a hook vowel, 
the ‘‘r’”’ is indicated by joining the hook at right angles to 


the straight stroke, as: earth y  ; early ie > herb if 


EXERCISE 63. 
Transcribe into Shorthand : 
) rubber, robin, rotten, raffle, rocky, roadster. 
) routine, repeal, report, refit, referring, reverting. 
) regard, regular, register, recover, reckon, rector. 
) relieve, rely, religion, retrace, retread, request. 
) arbitrate, archives, harbour, ordeal, earl, ergo. 


EXERCISE 64. 


Transcribe into Longhand : 


i Pe Gh eg ees 
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ot. ae ee a Ss 
ee WY ee 


(4) - oe es eam ey 


og. aS oe 


, 


66. IniTIAL ‘‘ RE’ BEFORE A VOWEL. The “r”’ stroke is 
used at the beginning of a word to represent “‘ Re’’ before 
a vowel, as in: 


re-open A re-assign ** _re-engage oi 
re-unite el re-address ~ reorganise 


‘ 


Note the difference between the words ‘‘ wrapper ’”’ f 
and “‘ re-appear ”’ ft 


When a hook-vowel follows “ re,”’ the hook is joined as if 
initial to the succeeding part of the word, thus : re-elect Lek; 


re-iterate “>. 
ce ” 


67. TERMINATIONS ‘IER’ AND “IoR.” The “R’”’ stroke 


” ae 


is used at the end of a word to represent “‘ier’’ or “ ior, 


as in: terrier _~ - warrior ~~ . Note the difference 


between the words: career 4  ;carrier £—~; bearer J ; 


barrier |- 
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68. “ R” FOLLOWING “SH.” In a few words, “rr” im- 
mediately follows ‘“ sh,’’ with no vowel between. In such 


« 


cases the “r”’ stroke is written, as in: shriek Pe a , 
shred —“ 


69. THE INvERTED Hoox. An inverted hook is one that 
is completely inverted in joining to the consonant sign. The 
following illustrations show the differences between Normal, 
Reversed and Inverted Hooks : 


Normal Hooks : ] eae 
Reversed Hooks : [ foNS 


Inverted Hooks : 1 st 


The inverted hook is used at the beginning or end of a 
word to represent a vowel followed by “r” and another 
vowel. At the beginning of words it is used principally for 
such combinations as irra, irre, irra, irri, as in: 
irradiate =—._ ; irrelevant a irrigate = , but is 


employed also in words of the following nature: erratic 


=, error >“ ; erudite . ; arithmetic “ss ; 
arrival \e ; arrogant ‘2 : orator =. 


At the end of words it is used principally for the termina- 


tions ary, erry, ory, ury, as in: penitentiary Nota ; 


berry | ; sorry wu ; treasury un ; jury a 
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EXERCISE 65. 


Transcribe into Shorthand : 

(r) re-ascend, re-embark, reunion, reinstate, re-order, re- 
enlist. 

(2) irritant, erratum, honorary, lorry, heriditary, fiduciary. 

(3) We regret to state that certain of the articles arrived 
broken, and we must request you to reimburse us 
for these. 

(4) The act in its original form was the cause of much hard- 
ship and its early repeal will pave the way to necessary 
changes. 


EXERCISE 66. 
Transcribe into Longhand : 


70. BRIEF FORMS. 
2 nearly % to-morrow of Government 
¢ merely ‘e nevertheless satisfaction 
& moreover notwith- satisfactory 
2 standing 


Q—~ already x acknowledge 
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EXERCISE 67. 


Transcribe into Shorthand : 

(r1) Notwithstanding the measures already taken by-the 
Government to secure a satisfactory result, the outcome 
must-be still regarded as uncertain. 

(2) The rules as originally framed were unsatisfactory, and- 
the Board’s most urgent duty will-be-not merely to 
amplify but-to revise them. 

(3) The organisers of-the charity bazaar can rely upon-the 
services of many well-known variety artistes. 

(4) We-have-to acknowledge-receipt-of your order of-yester- 
day and-have already arranged for delivery by motor- 
lorry early tomorrow. 

(5) Most-of-the retiring members of-the directorate were 
re-elected, so-that-the company will retain their 
services for-a further term of five years. 

(6) Reverting to-your recent inquiry, the sailings by-our line 
to Rotterdam are-somewhat irregular, the first steamer 
being due to leave Harwich early in February. 

(7) Reports arriving from Penang show that a revival in-the 
rubber trade is thought to-be certain in-the near future. 

(8) A radio drama, a revue and a rugger relay will form part 
of today’s Regional programme. 


EXERCISE 68. 


Transcribe into Longhand-: 

@ CLe-rb\eolawraedL 
Rin see! Be ae” is 

(2) Pe ee ae gy em ee —b4AW 


Rc Nae he 
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Otis Ge ere ve ee Lb 


ee ee eee Se, 


Wey eo CS Ss 


Sos fay ern fH 


or ws 


g (\w~-taepoervlbrg 


Os eae Cleat Lo 
ie me lovey Fe 
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EXERCISE 69. 
A Business LETTER. 


Transcribe into Shorthand : 


DEAR-SIRS, 

Having been informed that you-are reorganising your 
plant with-a view to increasing output, we take this oppor- 
tunity of bringing our name before you. 

If-you-are-not already represented in-this market we 
venture to enquire whether you-are inclined to appoint us 
as-your purchasing agents here. 

Enclosed is-a list of London houses who-are at present 
providing us with regular supplies of-what we require, and- 
who-will-be ready to reply to-any enquiries regarding our 
standing. 

We feel that-the-time-has arrived when-an attempt 
should-be made to recover the trade that-was formerly 
enjoyed in-this field by articles of your well-known make. 
We-have-the necessary knowledge of-the market to enable 
this recovery to-be realised. 

If-you agree to-our request, please write-us on-the- 
matter of terms and send us your revised catalogue. We-can 
place an immediate order to the value of £250 and renew our 
orders every month. 

Awaiting the pleasure of hearing from you, 

Wez-are, dear-Sirs, 
Yours-faithfully, 
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SECTION VIII. 


THE DISJOINED PREFIXES. 


A Prefix is a word-beginning common to many words. 
It must consist of a complete syllable (as ‘“‘ ab,” in abduct, 
abjure, abnormal, abstain, etc.) or may contain more than 


one syllable (as “semi,” in semibreve, semicolon, semi- 
official, etc.). 


UNITS. 
41, Dot AND VOWEL PREFIXES. 

AB, OB, are represented by a dot placed over the beginning 
of the outline to which it is prefixed, as: absolve Lo 


observe ak 4 


OVER is represented by a large circle placed over the 


O 
beginning of the outline, as : overdone © +r ; overbearing 


Ept, Epu, are represented by the hook sign UV placed 


over the beginning of the outline, as: edify nw ; edu- 
U 

cate 7 

72. 


THE ‘ K” PREFIXES. 


Co, Cor, Com, Con, Coun, Cum, are represented by the 
“k” sign placed over the beginning of the outline, as: 


/ 
rp / ’ 
co-operate 4, ; colony 7 ; compose { , ; consist ih 
? / 
council 77 yeumulateé 4°. 


; au ; / ee 
(Note: “Collect” is written “7 , to distinguish from 


“Connect” 7  ; “ College’”’ is written 7 , to distinguish 
: « 
from “ Colleague ’ yo }. 
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The following are Derivatives from the “k”’ prefix. 
Accom, AccouN, ACCUM 7 as: accomplish in : 


account a * accumulate a 


Econo 7 as: economy ( 


Contra, ConTRI, CONTRO, COUNTER ‘ (stroke sloped 


\ 
in contrary direction to “con’’), as: contravene ie ; 


\ \ x 
contribute } - controvert \_  ; counterbalance lr : 


13s HoRIZONTAL STROKE PREFIXES. 


TRAM, TRAN, TRANS, are represented by the “tr” sign 
placed over the beginning of the outline, as: tramway Zz 


tranquil %. ; transport (_ 


DETER, DETRA, DErRI, are represented by the “d”’ sign 


placed over the beginning of the outline, as: determine a ; 


detracted oe : detrital 


714. THe ‘S”’ CURVE PREFIXES. 


Sus, Suc, Sur, SuG, SUR, are represented by the “s”’ si 


placed over the beginning of the outline, as: subjoin at ; 


success \ __ ; suffice ev ; suggest “\ ; survey Pe ‘ 
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EXERCISE 70. 


Transcribe into Shorthand : 


(1) obdurate, abscond, oblique, abscess, obtuse, obverse. 

(2) overture, overhaul, overcharge, overwhelm, editorial, 
edifice. 

(3) co-ordinate, commerce, colonial, confederate, country, 
countenance. 

(4) accompany, economist, reconnaisance, recounting, con- 
trast, counterpoint. 

(5) tramplate, transfer, Transvaal, transfuse, deterrent, 
determined. 

(6) sublime, subterranean, sufficiency, suffragist, surveyor, 
succulence. 


EXERCISE 71. 


Transcribe into Longhand : 


CL. 
Bi ee Be 
oy & d Sie te Se 
a oes z Neen 
SS t_ o f Te ee 
6 ; Fe, a 
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75. THe “‘“M” ann “N” CURVE PREFIXES. 


Man, Mana, Mani, Manu, Mon, Mono, Monu are repre- 
sented by the “m” sign placed over the beginning of the 


; , C 
outline, as: mandate ae ; manifest \. ; manual CT : 
monster te ; monorail x : 


Derivatives from the ‘‘m”’ prefix are : 
Maca, Macna, MAGNE, MacnI, represented by “m-ah”’ 


6 
G as: magazine a - Magna Charta Zo , mag- 


netic = ; magnitude Cn 
” 4 Cc 
Mutt! represented by “‘ m-l,” as; multiple 


Nom, Non, Num are represented by the “ny” sign placed 


fo 
over the beginning of the outline, as: nominal 3 ; 


nonplus le ; numeral yy 


76. THE QUADRANT PREFIXES. 
SEMA, SEMI, are represented by the “sm”’ sign placed 


over the beginning of the outline, as: semaphore ~ ; 


semitone “<r . 
Super, SUPRA, SUPRE are represented by the “ sp ” sign 


placed over the beginning of the outline, as: superfine *% ; 
supra-costal Sis ; supremacy aie 


77. THE SMALL QUADRANT PREFIXES. 


Anra, ANTE, ANTI are represented by the ‘“ an”’ sign : 
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X 
placed over the beginning of the outline, as: antagonist Pe 


antedate “___; antidote ‘o . 


ENTER, INTER, INTRE, INTRI, INTRO are represented by 


” 


the “inr” sign * placed over the beginning of the 


outline, as: entertain Nee 


‘ & , © 
; Interval Si ; Intrepid ; 
eee ; ig 
intricate % ; intromit (_ 

InvE, Inp1, Inpis, INDus are represented by the “in’”’ 
sign ’ place over the beginning of the outline, as: 


‘ a 7 ‘ a A ’ as, ‘ 
indecorum é ; indifference » ; indiscreet 4 ; in- 


dustrial Ly . 


UNDER is represented by the upward “un” sign ~ 


placed under the beginning of the outline, as: undermine 


/& ; under-estimate 5h 


This sign may be used also for the separate word ‘‘ under,”’ 


as: period under review 4— ~~ x 


EXERCISE 72. 


Transcribe into Shorthand : 

(1) monarch, mandate, monologue, monoplane, magnetism, 
magazine. 

(2) multiplicity, multilateral, nominee, nonchalance, numer- 
ary, numerically. 

(3) Semitic, semi-annual, supervene, superimpose, supervised, 
superannuate. 

(4) antediluvial, antithesis, antiseptic, interlude, intricate, 
introduce. 

(5) indigent, indiscriminate, industrially, understrapper, 
underwriter, under-staffed. 
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EXERCISE 73. 


Transcribe into Longhand : 


C ( ( ( ( ( 

(x) é ae = rg ag ey 
G ) ) 
VY [2 A 


he 
asi 


Ne es ey, ut 
ee ee ae 
GF 2 BG SN 
( oe Ae Ee sf ait cael ces 


78. THE “ Tick’”’ PREFIXES. 


Des, Dis are represented by a horizontal tick ~ placed 
over the beginning of the outline. This is an alternative 
to the “ds” large quadrant, and is more convenient in 
many words. It should always be used when the main out- 


line commences with a horizontal stroke, as: destroy re, , 
disdain —— _ , also when followed by re, vo, ru, as in: dis- 


repair f _, disrobe i , disrupt es 
(Note: the ‘“ds’’ quadrant is essential when the vowel 


comes before the “r,’’ as in: desire we desert e 1, 
Mes, Mis are represented by a horizontal tick placed below 


the beginning of the outline, as: misguided >/ —, mes- 
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merise ge , misgovernment ne . This prefix is not used 


where a very brief outline results without its use, as in: 


missed SS , Mister te , mystery I , misery Cy . 
TELE, INTELLE, INTELLI are represented by a vertical tick 


placed over the beginning of the outline, as: telephone gp les 


\ 
intelligence if 


79. DOUBLE PREFIXES. 
PER, PRE, Pro are represented by the stroke “ pr’? , 


but are used only for joining to other prefix signs, to form a 


double prefix. Examples: pre-dis | pre-deter “— 


, pre- 
con J , pro-nom 4 


, as in the words predispose i : 
ee oo ree : \ 
predetermine oe preconceive Cs pronominal a 


Double prefixes may also be formed by joining any two 


prefix signs. Examples: dis-com 7 , non-sub 


’ 


inter-com ? , as in the words discompose 


- 
ly, » hon- 


ee ee ea 
subscriber y , intercommunion “) 


When mes, mis are used as part of a double prefix, both 
signs are placed below the beginning of the outline, as: 


misconceive = . 
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80. PREFIX ATTACHMENTS. 

Small quadrants and hooks may be attached in front of 
prefix signs, where necessary. Examples: incomplete oe 
4 ee ei 
unconnected 7 _, redistribute Re . recount = ; 


: ~* ; = - 
reconnoitre . —_, undisputed — , re-transfer ~\ 


The “d” stroke may be attached to a prefix sign to 
denote “de,” as in: decompose —s 
“ Self’ may be attached to a prefix, as: self-deceit S- ; 


self-confident 4° A small circle is used for ‘‘ ab, ob 


when attached, thus: unobtrusive re 


EXERCISE 74. 
Transcribe into Shorthand : 


(1) distemper, disuse, disentangle, distrust, disregard, designs. 


(2) misinform, misjudge, misapprehend, misdemeanour, mis- 
directed, mislead. 


(3) telescope, telewriter, predesign, promontory, premonitory, 
pre-suggest. 


(4) discomfited, disconsolate, Nonconformist, discount, mis- 
interpret, semi-transparent. 


(5) insubordinate, recondite, reconsider, unconvinced, in- 
convenient, uncontrolled. 
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EXERCISE 75. 


Transcribe into Longhand : 


(1) 


ig 


EXERCISE 76. 
Transcribe into Shorthand : 


(1) The industrial supremacy of-the country was based upon 
coal desposits from-which-were obtained all the heat 
and energy required for industry and transport. 

(2) The monster monoplane succeeded in flying non-stop the 
entire distance between Croydon and the Cape, and 
the intrepid airmen were accorded a magnificent 
welcome by the waiting multitudes. 

(3) We are very much inconvenienced by your failure to 
complete delivery of the tramway material within 
the time specified by the contracts. 

(4) The accounts issued last month disclose a very satis- 
factory state of affairs, but nevertheless a continued 
policy of rigid economy is still necessary. 

(5) We are surprised to learn that-the goods which-we con- 
signed to-you are considered too high in price ; your 
report is-a little disheartening to-us as we-had every 
confidence in being able-to compete in regard to price, 
our profit being merely a nominal one. 


SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR 97 


(6) It may not be considered indiscreet to observe that the 
seats will be redistributed among the constituencies in 
accordance with the plans submitted by the committee 
of enquiry. 


EXERCISE 77. 


Transcribe into Longhand : 

Qy 
oa ae 
h-*¥¥% Was Be 
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SECTION IX. 
THE SUFFIXES AND THE “ X” DEVICE. 

A Suffix is a word-ending common to a number of words. 
It must consist of a complete syllable (as “‘ ment,” in agree- 
ment, preferment, predicament, etc.) or may contain more 
than one syllable (as “‘ ably,” in tolerably, profitably, admir- 
ably, etc.) The shorthand suffixes are not disjoined. 


UNITS. 
81. THE ‘B” SuFFrixEs. 


ABLE, IBLE, are represented by the “ b 


” 


stroke, thus: 


/ 


durable infallible y] considerable ) 


honourable | desirable /T transmissible q 


ABLy, IBLy, are represented by “b” and hook [ 


thus : 

4 ath 
notably al uncomfortably | irredeemably % 
terribly 7 intelligibly ( invisibly ‘Ny, 


BILITY is represented by “ bt ” 2 , thus: 


ability i durability os irritability =f 


SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR 99 


82. THE ‘ K” Anp ‘'G” SUFFIXES. 


CATION is represented by the “k”’ stroke, thus : 
Are ee ae : u 
application YW modification o_, education / 


GRAPH, OGRAPH, are represented by the “ gr” stroke, thus : 


| 
paragraph Va telegraph Fi autograph of 


83. THe “F” anp “ V” SUFFIXEs. 
FUuL is represented by the “ f”’ stroke, thus : 


graceful ‘- distrustful es wrongful o 


” 


TivE, ATIVE, ItIvE, are represented by the “v’’ stroke, 


thus : 
attractive “4 relative =e primitive \ 


” 


TATIVE is represented by “ tv a , thus: repre- 


sentative aan imitative C authoritative oN 


84. THE‘ L”’ SUFFIXES. 


” 


LEss is represented by the “1”’ stroke, thus : 


reckless Z. nerveless LO needless )—~ 


Auity, Exiry, Itiry are represented by “It”? -~ _, thus: 


originality Le fidelity \—7— futility \7~ 
Locy, OLocy, are represented by “lg” Ze , thus: 


eulogy 7] biology y psychology a 
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EXERCISE 78. 
Transcribe into Shorthand : 


(1) available, endurable, indisputable, disreputable, incom- 
patible, irresistible. 

(2) irritably, capably, audibly, reliability, desirability, in- 
ability. 

(3) communication, implication, avocation, electrification, 
phonograph, mimeograph. 

(4) beautiful, faithful, unsuccessful, doubtful, deceitful, 
youthful. 

(5) defective, instructive, consecutive, imperative, super- 
lative, conservative. 

(6) smokeless, blameless, wireless, technology, physiology, 
geology. 

(7) locality, generality, punctuality, individuality, civility, 
tranquility. 


EXERCISE 79. 


Transcribe into Longhand : 
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85. THE “SH” SUFFIXES. 

SION, TION (as well as other spellings of the “‘ Shun ”’ sound, 
cian, stan, tian, shion) are represented by the “sh” curve, 
thus : 


mission (~ addition ,—™ fashion Yo 
optician LA Egyptian a selection ee 


Uf 


SATION, ZATION (as well as sesion, sition, etc.) are repre- 
sented by “ s-sh,” thus : 


sensation Nes fee realization ~~ physician NU- 
” 


CIAL, SIAL, TIAL, are represented by “‘sh-a”’ -2__, thus: 


official Ove ambrosial A impartial 2 


Crous, Tious, X1ous, are represented by ‘“sh-uh’7O , 
thus : 


conscious pan fictitious ar) noxious oo 


86. THE ‘M”’ SUFFIXEs. 


MENT is represented by the “‘m”’ curve, thus : 


/ 
agreement d compliment \( _ instalment “yf 


— 


Most, Mous, Mus, MENTS, are rpepresented by “‘ ms,’’ thus : 


uppermost a famous 0 , enormous ie 
isthmus oe statements “Ap supplements “VC 


Mony is represented by “mi””’ G __, thus: 


testimony / ( matrimony & acrimony ‘dl 
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Montous is represented by “ mi’s”” (| , thus: 


parsimonious sop acrimonious ¢, 


87. THE “N” AND “S” SUFFIXES. 
NEss is represented by the ‘‘ N ”’ curve, thus : 


hardness — business L, cheapness a. 


Ous is represented by the “S”’ curve, thus : 


previous or luminous a, monotonous CW 


EXERCISE 8o. 


Transcribe into Shorthand : 

(1) reversion, compulsion, description, abolition, objection, 
logician. 

(2) dispensation, legalization, authorization, succession, in- 
disposition, disquisition. 

(3) substantial, financial, initial, artificial, crucial, provi- 
dential. 

(4) vicious, tenacious, auspicious, contentious, obnoxious, 
anxious. 

(5) abatement, enrolment, engagement, accomplishment, dis- 
armament, supplement. 

(6) uttermost, infamous, synonymous, arguments, settlements, 
judgments. 

(7) parsimony, sanctimonious, readiness, profuseness, astute- 
ness, indebtedness. 


(8) disastrous, glorious, precarious, ambiguous, obstreperous, 
superfluous. 


SLOAN-DUPLOYAN SHORTHAND INSTRUCTOR 103 


EXERCISE 81. 


88. DOUBLE SUFFIXES. 
Numerous double suffixes may be formed by joining two 


suffix signs. Examples: fulness \ , Cialness ry > 
tiveness \ , clousness e , lessness 7) , tionment at 


tionable 7 


Double suffixes are also formed by adding a hook to any 
suffix sign to represent Y or LY. Examples: lessly ~? , 


fully \\ , graphy, Z , ously ~ _, tively 7 , clously 
lato , cially -, , mously Cz 
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89. SUFFIX ATTACHMENTS. 
Reversed and inverted hooks may be added to suffix signs, 


as in: commissioner 2, Parliamentary \, 


Other natural terminations, such as: s, ing, ed, ist, tc, 
may be attached to suffixes. Examples: mentioning Spe 


e ee | 
missions (~, , missioners (~_ , telegraphing l , 


\ ! 
telegraphed /__, telegraphist a , telegraphic j 


It is permissible to thicken suffix signs for inclusion of 


7m hr eer 3 
r’’ in words such as: ceremony pi , commercial o“@ 


THE.” 2" DEVICE. 
90. The sounds of X, EX, AX, IX, at the beginning or 


end of a word are represented by a small tick crossed through 
the beginning or end of the shorthand character. Examples : 


express dv extol + acceptance t 
axiom @ prefix by bricks + 
annex “> knocks Q Income-Tax a 


The “x” tick may be thickened to denote “ exer,” as in : 
exercise x_~ . When “x” occurs medially, it is indicated 
by crossing the signs that precede and follow it. Examples : 


mixture next flexibility ai 


maximum { ane eg unexplained ~— 
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When coming between two parallel strokes, the crossing 
is effected by a tick joined to the second character. Example : 


dexterity — >,” 


EXERCISE 82. 
Transcribe into Shorthand : 
(1) thankfulness, artfulness, deceitfulness, productiveness, 
restiveness, reasonableness. 


(2) hopelessness, recklessness, wholesomeness, spaciousness, 
maliciousness, righteousness. 


(3) questionable, unmentionable, apportionment, courageous- 
ness, fastidiousness, augmentation. 


(4) thoughtfully, gracefully, figuratively, imperatively, al- 
ternatively, hopelessly. 


(5) essentially, commercially, maliciously, fallaciously, un- 
animously, obviously. 


(6) stationary, reversionary, contributions, departmental, 
petitioning, photographic. 

(7) experiment, accelerator, excitement, exhaustive, Oxford, 
excommunicate. 


(8) perplex, books, inexplicable, proximity, cheques, indexing. 


EXERCISE 83. 


Transcribe into Longhand : 
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ee ee ae 


G Nw 9 wxem tp FB) “No 


HO 4 & Soway 
A Teen ey Ta ee ¢ 


vA 


i: a see TA 


EXERCISE 84. 
Transcribe into Shorthand : 


(1) At the date of closing a substantial sum was due to the 
company, a considerable proportion of which was 
irrecoverable by reason of the insolvency of the 
parties liable to pay. 

(2) The extension of the roadside telephone box service has 
been greatly appreciated, and it is hoped to still 
further increase the number of boxes available. 

(3) Many have expressed their inability to subscribe, but 
there still remains a large number who have made no 
response to our communication. 

(4) The commercial value of the new line will depend on the 
conditions of cheapness, security and rapidity of 
transmission. 

(5) His statement exhibited a considerable measure of 
originality and the impartiality of his views created a 
most favourable impression. 

(6) You may remember that on a previous occasion you gave 
our representative permission to use his judgment in 
the selection of the goods. 
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EXERCISE 85. 
Transcribe into Longhand : 


te ah ie 
Lee ate et tee at ee 
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SECTION X. 


CONTRACTIONS AND CONCLUDING INSTRUCTION. 
UNITS. 
91. OMITTED CONSONANTS. 


Consonants that are approximate to being silent, or that 
are not essential to the easy reading of the word, are omitted. 


The following rules are general rather than particular : 


Omit T after K, P, N, as in the words: fact \e 


abrupt | ; present da : confident i 


Omit D after N and L (final) as in the words: 


depend —. - mind Ge ; told 


Omit G before N, as in the words: resignation VY 


recognise ie 


Omit D in the word-beginnings ADJ, ADM and ADV. 
Examples : 


adjoin A admire ¢ adverb ‘\ 
adjure ] admission C~ advertise Moe J 


EXERCISE 86. 


Transcribe into Shorthand : 


(1) addict, correct, viaduct, insect, affect, imperfect. 

(2) adept, adapt, interrupt, deficient, eminent, imprudent. 
(3) grandly, find, grind, corresponding, untold, significant. 
(4) 


4) adjacent, adjunct, adjective, 


admonish, admiralty, 
admitted. 


(5) advocacy, adverse, advantageous, adviser, advisability, 
advertiser. 
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109 


EXERCISE 87. 


Transcribe into Longhand : 


92. 


DROPPING TERMINATIONS. 


In familiar words of more than one syllable, the termination 
may be dropped in cases where the first part of the word 
clearly gives the clue to the whole. Examples : 


wr restora(tion) om imposs(ible) 
sa illeg (al) 2 princ(iple) 
termin(ate) inveter(ate) 


\ perpendic(ular) aq illumin(ate) 


,O— extraord(inary) +. extrav(agant) 
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Cp metrop(olis)  prac(tical) 


4 pub(lic) ” lang(uage) 


93. COMBINED OUTLINES. 


When one word ends and the next begins with the same 
letter, one letter may be dropped and the two words joined. 
Examples : 


a Prime Minister ¢ home market 


is, sad death o™~ real life 


ee road diversion —~e& dull lecture 


The same -may be done with T and D, with K and G, and 


with F and V, as, for example, cut down /—¢ ; log cabin {' 


grave fears a 


94. SHORTENING OF “ OJ.” 
In brief writing “oi” (au-i) medially may be shortened 
to ‘“‘ au,” dropping the hook portion. Examples : 


Ye employment ‘@ employers Bees avoid 


ce 


The word “employees”? may be written the same as 


‘ 


‘employs’: {2 . At beginning or end of a word the 


full “ oi” formation is generally retained : oil @% ; boy i ; 
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95. FINAL ~ LY.” 


In Unit 88 instruction has been given regarding the use 
of the hook for “ly” after a suffix. The hook may be 
similarly employed at the end of many ordinary words. 
Legibility must be a guide as to the extent to which the 
principle is employed. Generally, it is used in words where 
the hook does not make sense both as “ y’’ and “ly.” The 
following are suitable examples : 


a lively ws clearly boldly 


7 lately t, Davanery 23, unexpectedly 
—y richly Vz intensely ad > precisely 


” 


In conjunction with the dropping of “t” after “n 
(Unit 91) this principle enables the form _ to be used 
in many words for the termination “ ently.’”’ Examples : 


presently d 4, , recently WA, 


EXERCISE 88. 
Transcribe into Shorthand : 


(1) A considerable amount of discontent is likely to-be 


aroused among the unemployed by-the institution 
of-a means test. 


(2) The allegation against the prisoner was found to-be 
without foundation of fact and-he was discharged 
without a stain upon-his character. 


(3) In-spite-of-the fact that-the country has-gone off-the 
gold standard, imports of gold continue to-a large 
extent unchecked. 
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(4) Stocks were adversely affected by-the foreign demand for 
gold, the drop in gilt-edged being particularly pro- 
nounced. 


(5) The Prime-Minister addressed an enthusiastic gathering 
and referred to-the undoubted improvement in trade 
so-far-as-the home-market was concerned. He was 
loudly cheered. 


(6) The reduced consumption of alcohol is-not-to-be accounted 
for by any wholesale conversion of-the metropolis to 
teetotal principles. 


(7) The requirements for longevity are, firstly, a-good con- 
stitution, secondly, a healthy occupation and thirdly, 
moderation in-all-things. 


(8) As-the machine arrived badly damaged, we confidently 
look to-you to immediately replace the necessary 
parts. 


EXERCISE 809. 


Transcribe into Longhand : 
se d » | a oe, 
| 


(2) eg ee eee 
opm farnslomoedil x 


G) Xo 4 ns Sn, Fe ee 
LY wae hem es as 


a7 
— a 
4 
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te els ae es 
Oh Ame 


ee cae a Oe Oe ad 
t— +) Y=» 


“94a Fo—a FV eles 
Nad Se ER Oo Ges 


Mas yo Ned bee 
i Ne es i a aa es Oo 


96. INITIALS AND NUMERATION. 


For initials the ordinary alphabetical signs are used as 
far as possible. The following letters are the only ones that 
need special attention : 


Ay  ~Bay ghee eC soe Fis } 
Ci Shae Va Sig . ee 
Examples: J. L. H. Fisher, Esq. poh He 
S.P.QR wid ee 


As figures are capable of being written rapidly, no special 
signs are given for them. To save writing a string of 
“ noughts,” however, the following code is used : 
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A line drawn over a figure denotes hundreds: thus § 
means 800. 

A line drawn through a figure denotes thousands : & 
means 8000. 


A line below a figure denotes millions: & means 8,000,000. 
More than one line may be used, thus : g denoting 800,000 


(eight hundred thousand), and & denoting 800,000,000 (eight 


hundred million). 


97. MOoNEy SIGNS, WEIGHTS, ETC. 


£ (or Ib., Ibs.) is written “poun” } . When the 
horizontal stroke is used to denote hundreds, thousands or 
millions, the shorthand sign is joined to the stroke. Examples : 
£3 (or 3 Ibs.) 3 f- ; £300 (or 300 lbs.) 34 ; £3,000,000 (or 


3,000,000 lbs.) 3 


Shillings are indicated by the ‘‘s” sign placed close to 
the figures and slightly raised. Thus: 18s. 18 . Penny 


and Pence are written in full: 1, J 


Shillings and pence together are indicated by the usual 
dividing stroke : 7s. 6d. 7/6. 

Rupees (Rs.) are indicated by “rs,” thus: Rs. 89; 89; 
Rs. 200, 2™ 


Dollars ($) are represented by “ dl,” thus : $40, 40-—~. 
When the stroke for hundreds, etc., has to be employed, 
the “d” is used as the stroke, thus : $5000, -S—~ 

When cents follow dollars, as $6.75, the cents are indicated 
by small figures placed above, thus: 6 

Cwt. (hundredweight) is represented by “ un-t ” placed 


above, as: 14 cwt., 147 
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Abbreviations for common measures are: Gallons . ae 


Pints 5; Bushels lL. ; Barrels | 


The ordinary symbols for feet and inches can be employed 
in shorthand, thus: 4 ft. 9 in., 4’ 9". 
O'clock is represented by ‘kl’ placed above, thus; 


twelve o'clock, 12” 
Per Cent (%) is written 


EXERCISE go. 
Transcribe into Shorthand : 


(1) We quote you for 500 yards, 27 inches wide, 2s. 8d. per- 
yard, less 5°, discount, delivered f.0.b., London. 


(2) Please quote us for 10 cwt. White Lead in } cwt. barrels, 
and 15 cwt. Red Lead in } ewt. barrels. 


(3) The total difference is £2 12s. 6d. reckoning the rate of 
exchange on $12.50 at $4.85. 


(4) Subscription lists will open at 9 o'clock to-morrow 
in-respect-of an issue of £3,000,000 5% debenture 
stock. 


(5) There-has-been a decrease of {£457,000 in goods train 
traffic, while continental traffic shows a decrease of 
£850,000. 


(6) Payments to policy holders last year amounted to over 
£23,000,000, while-the total claims paid exceed 
£407,000,000. 


(7) Imports of-this spirit into-the United Kingdom totalled 
no-less-than 17,000,000 gallons as compared with 
6,000,000. gallons in-the previous year, and-the 
company is paying a bonus of 5%, tax-free. 
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EXERCISE or. 
Transcribe into Longhand : 
(1) sua Fe 2 Sy % 
Ph Wes, Fe be we DS 
LX gt eae 
<) y, ~~ o> ter 
sg A ee ool ae rii~ 
et WO Ga Thee ee 
Wo J++ 
WS PON VRE NAL 
oye Fo VK, 
ge Le OF ta. Z\y thw 
ek ne tae ee ae 
Map le ly sr ea WZ 
\¢g\ — fe Ee Gey 
ap y oo 
eI RNB ty 
aU See ght BO xy 
le ee es 
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98. PHRASING. 


A phrase may most simply be defined as a set of words 
that frequently come together in the same order. Everyday 
examples are: ‘“‘At any rate”; ‘‘as a matter of fact”’ ; 
“under the circumstances.’’ There are also special classes 
of phrases, as Parliamentary, common examples of which 
are: “ Rt. Hon. Gentleman”; ‘‘ Leader of the Opposition ” ; 
“ Chancellor of the Exchequer,” etc. 

Every profession or business has its own particular form 
of phrases, and the individual shorthand writer, as he becomes 
familiar with his special class of work, will readily adopt 
easy forms for the familiar and easily-recognised phrases he 
habitually meets with. 

In familiar phrases, a word may sometimes be dropped 
without in any way detracting from legibility. ‘ Point of 


view’ may safely be written ‘‘ Point view cae “OS a 
matter of fact’? may be written “as matter fact i 


‘Have ’’ may be dropped before “‘ been,” as grammar com- 
pels it to be restored in transcribing. Example: we have 


been r 


“N” crossed through the beginning of the next word 


denotes “next,” as in: next ele ; next time 


The following are some useful examples : 


under the circum- \+__further expansion 


3 
=} stances 
ee in possession of the 4a condition of affairs 


circumstances 
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Ba speaks for itself i in a position to 


SI have the honour £2. g—0n the other side 


ap House of Com- His Majesty’s Gov- 
mons ernment 
/ 
~_O” House of Lords a Colonial Secretary 
rae General Election Nw ™ First Lord of the 
Treasury 
- Chancellor of the —s—> Lord High Chan- 
— Exchequer ‘ cellor 
a more or less \, per annum 


99, Worp BUILDING. 


The shorthand writer should not overlook the opportunities 
for word-building from simple root forms. For instance, 
from the basis of the word-sign “ sure’’-~\ we obtain 
the following derivatives : 


~~ insure a insurance o~N assuring 
+~— insuring om assure «> assurance 
Other examples are : 


\ just expend act 


adjust expending action 


adjustment expensive react 


+ j 
on AY A 
“\. adjusting > expense as actionable 
° Se a 
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“-™N readjust a expenses FP» reaction 


ae readjustment t, expenditure  » enact 


100. INTERSECTION. 


An intersection is the writing of one character through 
another as a special abbreviation for distinctive expressions 
regularly met with in the shorthand writer’s every day work. 

Supposing that a writer continually met the words “ British 


Government,” he could express this by : Pl using “ Br”’ 


for “ British and ‘‘G”’ for ‘‘ Government,” crossing the 
characters. 

A stenographer in a drapery store might use the same 
characters to represent ‘‘ Bargain Goods.”’ 

A few examples of intersection applicable to various classes 
of work are: 


— Managing Director - Engineering Dept. 
X — Justice of the Peace -f > Chancery Judge 
Medical Society -ft> Chairman of the 

Board 
ys Bank of England Y Bills Receivable 


This expedient cannot be given as more than a suggestion, 
as it is needless for the student to memorise lists of inter- 
sections that might never be useful to him. 

It is only when a writer has gained experience in a parti- 
cular line of work that he can judge as to the most effective 
uses for this principle. 
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EXERCISE 92. 
From A COMPANY CHAIRMAN’S SPEECH. 
(Shorthand Key on Next Page). 


During the year under review we have carried out a large 
amount of construction work at home and abroad with 
complete success and satisfaction to our clients. The work 
on the Chiltern scheme has gone on without a hitch and is 
well up to time. We have every reason to believe that the 
hydro-electric power plant, equipped with 32,000 kilowatt 
plant, will be in operation in the autumn and the supply 
available over a very wide area. We have, in addition, 
during the year erected a large amount of miscellaneous plant 
and transmission lines and handled the operating of a large 
number of properties. We have also carried through many 
financial schemes and transactions for associated interests 
and for new enterprises which will afford work and scope for 
the future. We solidly established the Spanish enterprise 
to which I referred last year, and pulled it out of its diffi- 
culties and arranged a sale for our friends, for whom we were 
acting, to the most important Spanish interests, the trans~ 
action giving satisfaction to all parties. At the present time 
we have on hand works involving finance and engineering 
on a thoroughly satisfactory basis, amounting to upwards 
of two million pounds, at home and abroad, including South 
America, East Africa, India, Palestine, Italy, etc. I think 
that we can fairly say that the work of the past is bearing 
fruit, as we find business maturing now as a result of effort 
and expenditure in past years. Only a few days ago we 
signed the contract with the Madras Government for the 
construction of over 100 miles of extra high tension trans- 
mission lines. 
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EXERCISE 92. 


ig a as? oe ef et 
La a BG cf BEY 
JY /4:a A> VN ke 
oh PL BVH 4Ws €~7Y 
ae wa a ft Tow 
W- #7 - Mr 0-7 Nod nee 
fa ae re ee a 
hase ey og 8 ee 
La Ne\e ha ee ae 
pie ae Ve 
ma VE WY A oe LO 
-VoR CL 2. ZS, VY. 
Pie? Ys aye pee aSo by 
wew LQ 2uwort—hrKOx- 
7 ste Peds FONT ee 


oes ee 
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EXERCISE 93. 


SPECIMEN OF CouRT-ROOM QUESTION AND ANSWER. 
WHERE PHRASING IS PARTICULARLY ADVANTAGEOUS, 


(Shorthand Key on Next Page). 


. And with these huge sums passing through his hands, 


there has been no weekly check or control over the 
prisoner ? 


. Not weekly, but the cash-book was laid on the table once 


a month for the trustees to look at. _ 
Did you ever ask for the receipt counterfoils ? 


. No. They would do that at the audit. 


Was there ever any inspection of the ledger at these 
monthly meetings ? 


. No. I am quite sure on that point. 
. Although five minutes’ examination and comparison with 


the other books would have shown these defalcations 
at once ? 


. Well, I suppose so. Quarterly and annually there was an 


audit conducted by two of the trustees. 


. How long have these defalcations been going on ? 
. They have been going on for some years. a 
. The defalcations remained undiscovered all this time 


simply through want of a proper check on the books ? 


. It comes to that. There has been no sufficient control 


over tHe prisoner. On the face of it there appeared to 
be nothing irregular in his methods. 


Q. He was left in control of these vast sums of money, and 


not checked at all ? 


. I cannot say that. 
. How do you account for the fact that the defalcations 


were not noticed at the audit, if the receipt counterfoils 
were examined. 


. It has since been discovered that the prisoner had used a 


duplicate receipt book, and had issued receipts without 
filling in counterfoils. 
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EXERCISE 93. 


SPECIMEN OF COURT-ROOM QUESTION AND ANSWER. 


zl ee ES Pe I 


Cn err g Je br? da G ope 
28 Rdbele ag! 
Ai Pte he pe Cel Ba oy! 
ak 

Se ee aes (ae ae 

jn pans ey ag es Agen 
Ling — < 

ee oo We, er ies 2 2 Pn 
Se Ne at oe 
Nye OE 

ie Se ae eRe 
aL ae et, eds 
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F 
A SHORT VOCABULARY ace 
COMMERCIAL AND FINANCIAL 


allowance se 
allowances f° 


annuity ~y> 


assets 


o* 


Association eo~ 


balance Sheet | eo 


bonds | 


bonus i, 
Carry over XK 


COntan £0 / 
Ontract , 


“ontracts \ 


liquidation 2Z— 
/ 
(compulsory i 


(voluntary Be 


memorandum 


negotiable a 


negotiate on 
negotiations pee 


per procuration 4 
(per pro.) 


profit taking A, 
proposal-s q 
Prospects b~ 


Prospectus b7— 
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del credere _ 


—t— 
depreciat ion ac Saree 


director 


ae 


dividen d 


documentary 

documents ra 

ex-dividend 

free on board 
(f.0.b.) 7 


Gentlemen Le 


gilt-edged i 
4 


holdings o T 


interim - 
es 


liabilities 


proxy d 


remuneration (s 


remunerative aN 
resolution eo” 


security / 


securities 
shareholder pe 


shareholders aa owl 


statutory >* 


stocks 


.4e wf. . 
subsidiary “7 ~ 


Y/Y 
surrender © 


underwriters - oS 


yielding (w 
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EXERCISE 94. 


Transcribe into Shorthand : 


(1) The commercial traveller is an indispensable link in the 
chain of commerce. Through him come the orders 
which keep the factory running and the employees 
busy. He is the mouthpiece of his business house, and 
the maintenance of goodwill with customers is largely 
dependent upon his loyal service. 

(2) The annual premium for an educational insurance securing 
£100 per annum in equal half-yearly instalments for 
a period of five years, is {45 8s. 6d. ‘The first instal- 
ment of £50 is payable immediately at the end of the 
term of Io years. 

(3) We are informed that in respect of each property a 
mortgage has been effected and that such mortgages 
cannot be called in so long as the due instalments of 
capital and interest are paid, the annual rate of interest 
being in two cases 54 per cent. and in two cases 6 per 
cent. 

(4) Unfortunately the mining industry has been passing 
through very bad times and there has been little or 
no money available for extensions, no matter how 
profitable they might be. We can only hope that the 
steps now being taken to re-establish the industry 
upon a better basis will be successful. 

(5) The permanent Short-Wave Empire Transmitter has now 
come into operation. The wavelengths at present 
employed are merely tentative and will no doubt have 
to be slightly altered after practical experience has 
been gained as to the effectiveness of the waves for 
Empire broadcasting. 

(6) For the purpose of these transmissions the British Impire 
will be divided into five zones. (a) Australia, New 
Zealand and the Pacific Islands; (6) India, Burma 
and the Malay States ; (c) East Africa and South Africa; 
(d) West Africa (including Nigeria and the Gold Coast) 
and the Atlantic Islands ; (e) Canada, Newfoundland, 
West Indies, Trinidad, and British Guiana. 
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(7) The goods for the above indent are to be packed in tin- 
lined cases and forwarded carriage paid to the East 
India Docks for shipment per S.S. Arundel Castle for 
Cape Town, to the order of Messrs. William Powell 
& Co., Exmouth Street, Manchester. 

(8) We beg to inform you that the twenty bales of cotton 
goods shipped to us per S.S. Vancouver arrived here in 
a very wet condition. We have advised the insurance 
company’s surveyor, who declares them to be damaged 
by sea-water, and herewith enclose his certificate. 


EXERCISE 95. 
Transcribe into Longhand : 
So oe oe ar ee a 
ea Oa ns ae eee 
Bi gk Be ee Oe 
Mie! Mma Ab 
-\7) O>>« 
B9-=-Goel vav}po iis if 
Cr Yoder Uy J 
4) - 4 oo N~— 6 dn 04% 9 
Lik ZayN\ 2G, % ~ 67 0 bk 


ee nr 
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(6) —ca, 0 ae fz 49% 0 200 
ae Weis qc iy eae = 
. 
i) 8 tpl e LLG Z-a- 
dn Fix 


ON ee SN ge cranes 
(eee 


Ce ee oe ae gee 


~ t* 


i —_ “2 DO —— x 
nw! re ” x 


(8) \ , ae Lat, Yes 
Re ee SD tre aa ne Se 
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EXERCISE 06. 


A Business LETTER. 


Transcribe into Shorthand : 


DEAR SIRS, 

We herewith confirm the arrangement made _ verbally 
with you yesterday, whereby we appoint you our Agent for 
the southern counties of England in our fancy china and glass. 

We agree to pay you a commission of 4% on all orders 
obtained by you at ordinary prices, and executed by us; 
on special orders, where prices are reduced, or higher prices 
obtained, the amount of commission to be determined by 
mutual arrangement. 

All orders at special prices, or from customers unknown 
to us, to be submitted to us before being definitely accepted 
by you on our behalf. 

Commission to be paid by us on orders from customers 
in your district, whether received by us from you, or direct 
from such customers. 

Commission account to be made up every six months, 
and to comprise payments made by customers during the 
previous six months. 

This arrangement to be cancelled by a month’s notice 
by either party at any time, and upon expiry of such notice 
all samples of ours which may then be in your hands to be 
returned in proper condition. 

We shall arrange to cover by insurance all samples sent 
ye yu. 

Commission to be paid you only on orders received from 
customers in your district during the continuance of your 
appointment as our agent, and no claim whatever to be made 
by you on any business received by us after the expiry of 
the agency. 

Upon receipt of your confirmation of the above terms 
and conditions, we will have a stamped agreement prepared 
and sent you for signature. 

Yours faithfully, 
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EXERCISE 97.—A Business LETTER. 
Transcribe into Longhand ': 


anh whl As 


Beh Sie ge TS nee ora: ie a 
ne aa abe ery 
te $X* \ ee es a 


OAD Taney hee, OL p= ae te 
Oo) \rx 

Pa Ge ah a 
aba WH Loe {x 

OR Ne oy aes 
oo ey Ke Rp 8 pe 

4C-~2- Le. Yo f 
Nd ie ee ee be oe AS 
boas ya to a 

ww Ns de mh 
R=) - Py gr \W, » 
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EXERCISE 08. 


Transcribe into Shorthand : 


(x) I, the undersigned, a member of the above-named com- 


pany, hereby appoint Mr. Stanley James Lawson, 
whom failing Mr. John Harris Younger (also a member 
of the company) as my proxy, to vote for me and on 
my behalf at the Extraordinary General Meeting of 
the company to be held on Wednesday the seventeenth 
day of September and any adjournment thereof. 


(2) The company produces 75 per cent. of the slab cake 


consumed in this country, and numbers among its 
customers nearly all the multiple grocery shops and 
many catering undertakings, railway companies, and 
a large number of smaller concerns throughout Great 
Britain and Ireland. Between 5000 and 6000 de- 
liveries are made weekly. An extensive export 
business is also carried on with the Continent and to 
places as remote as West Africa. 


(3) The public issue of Preference shares this week was 


immediately oversubscribed. The prospectus showed 
estimated profits for the current year available for 
ordinary shares and reserves of £400,000. The chair- 
man states that the present turnover of the business 
exceeds {18,000,000 per annum. Expansion of the 
business and economies in administration should 
ensure profits largely in excess of those now being 
earned. 


further remarkable advance in British Government 
securities confirmed expectations and prepared the 
Stock Exchange for a possible reduction in Bank rate, 
to be followed by the big conversion operation fore- 
shadowed by the Chancellor of the Exchequer. 


(5) After very full consideration and consultation with some 


of your principal Shareholders, and the Company’s 
professional advisers, your Directors have come to the 
conclusion that the debit at profit and loss account is 
too large to be met out of future profits, and that as 
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the company is again, in their opinion, earning profits, 
the capital should be reduced. 

(6) The Speaker of the House of Commons is an official who 
presides over the deliberations of the Lower House of 
Parliament. The first Speaker was Peter de Montfort, 
1260, but the first regular official to bear the title 
was Sir Peter de la Marc, 1376. 

(7) The Tube is a deep level underground railway running 
through a circular tunnel, lined with cast iron segments. 
The principle of its construction is the driving of a 
deep-level tube through the ground by means of the 
Greathead shield or the rotary excavators. 
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EXERCISE 99.—FRoM A CHAIRMAN’S SPEECH. 
Transcribe into Longhand : 


- =| Gf wap sy aa Grey}, 
aed eure Noa dy Oy NBOLLG 
ae I ea a ca 
ets ea ae eo Sy 
ty ANNs se ead ge 
aha ees NE TS 
a ae eee sgl We masa, 
4 here yeh Aho sa pety 
: ek Oe TS 
ee rte po lroy-x— 
Ye Ly a Se 
ee ee ON eee 
a> -2)- at fe 
Oe A ae 


Ne i ee ee it he 
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EXERCISE roo. 


Transcribe into Shorthand : 


(1) The association has from time to time impressed upon 
Parliament and the Chancellor of the Exchequer the 
justice of the motorists’ case for a substantial reduction 
in taxation and a more equitable method of levying 
the tax. 


(2) No appreciable increase in business was experienced in 
the Stock Exchange to-day, but, except in the market 
for gilt-edged securities, where dull conditions pre- 
vailed, the more cheerful tone which developed 
yesterday, was maintained. 


(3) The Suez Canal cost £8,000,000 and has a length of 100 
miles. Originally it was 27 feet deep with a maximum 
width of 72 feet. It is now 147 feet wide with a depth 
of 30 feet, and ships of 27,000 tons can safely navigate 
the canal in 15 hours. The canal shortens the distance 
between London and Bombay by about twenty-four 
days. 

(4) Let accuracy be the foundation from which you make a 
quick advance to join the ranks of those who are 
neither too lax nor too lazy to storm the fortress of 
high speed. Repetition practice is exceedingly useful 
to the student who desires to acquire both skill and 
speed. 


(5) The astronomer and the mathematician have discovered 
fresh worlds which they can never conquer. A new 
universe which is expanding, not merely in the human 
sense, but in the strict and literal sense that it is 
receding further and further into outer space at every 
revolution. 


(6) It is common knowledge that proposals have been cir- 
culated by the Minister of Transport on the subject 
of anti-dazzle legislation. A regulation in draft form 
has been sent to interested parties for their con- 
sideration and suggestions. 
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REPORTING STYLE DIPLOMA OF ACCURACY. 


Students who have completed the study of ‘‘ The Instructor ” 
may enter for the examination for the Diploma of Accuracy in 
Reporting Style. Successful candidates are awarded the diploma, 
whilst those who fail may have their papers returned with 
correction of errors. 


The examination fee is 2s., plus 3d. for tube and postage. 


SPEED CERTIFICATE. 


Certificates are granted for speeds of sixty words a minute 
and upwards. ‘These can be obtained through certificated 
teachers of Sloan-Duployan. The test consists of writing new 
matter from dictation for five consecutive minutes and afterwards 
transcribing. 


The examination fee is 3s., plus 3d. for tube and postage. 


TEACHERS’ CERTIFICATE. 


Special examinations for those who desire to be enrolled as 
qualified teachers of the system are held periodically. The 
examination fee is 7s. 6d. 


Full particulars of all examinations are obtainable from 
THE SECRETARY, 
SLOAN-DUPLOYAN SHORTHAND SOCIETY, 
70 TAYLOR STREET, 


Guascow, C.4 
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SLOAN-DUPLOYAN SHORTHAND SOCIETY. 


Established to Stimulate the Study of Shorthand and Encourage 
the Acquisition of Accuracy and Speed. 


President—Tuer Rev. ALBERT FE. SIMS. 


W. Evviotr Darrocu, Esg., O.B.E. 
W. HartLrey Borron, Esg., B.A. 
Secretary— 

Mr. J. D. SLoan. 

Students and writers of Sloan-Duployan in all parts of the 
world may join this Society and share in its benefits. Its scope 
is quite beyond that of local associations. Its sphere is world- 
wide. The student resident in village or city—at home or abroad— 
may compete for the various medals offered and benefit in the 
improvement of his, or her, writing by the stimulating effect of 
competition. He may enter into communication with fellow 
Sloan-Duployanites, either by individual correspondence in 
shorthand or by means of evercirculators and be constantly 
in touch with the headquarters of the system. 

The chief attraction of membership is the number of gold 
and silver medals awarded semi-annually, the number being 
regulated according to the number of competitors. The ratio 
of one medal to every ten competitors gives writers of fair 
ability a good opportunity of winning one of these valuable awards. 

Reports and a Shorthand Supplement are sent to all Asso- 
ciates and Members regularly. 

The Society is composed of : 

AssociaTES (A.S.D.S.).. Those studying Sloan-Duployan. 

Members (M.S.D.S.)....Proficient writers of the system who 
possess the Reporting Style Diploma 
of Accuracy. 

Frttows (F.S.D.S.)....The Fellowship Committee entertain 
applications for Fellowship from Mem- 
bers of not less than seven years’ 
standing. The letters F.S.D.S. are the 
hall mark’ of efficiency in Sloan- 
Duployan and the highest honour that 
can be bestowed upon exponents of the 
system. 

ALL SLOAN-DUPLOYAN STUDENTS AND WRITERS 

SHOULD JOIN THEIR OWN SPECIAL SOCIETY. 


Vice-Presidents— 


Prospectus and Enrolment Form obtainable Free from 
THE SECRETARY, 
SLOAN-DUPLOYAN SHORTHAND SOCIETY, 
70 Taytor STREET, 
GLascow, C.4 
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INDEX TO WORD-SIGNS 
(The Numbers indicate Units). 


J 
Judge 
Just 

K 
Know 
Known 

L 
Less 

M 
Many 
Member 
Much 

N 
No 
Not 

O 
Of 
On 
Only 
Or 
Ought 
Our 

P 
People 


| Put 


Quality 


| Quick 


Quite 


Same 
Seem. 


| Seen 


A 
A, an 9 
Ago 9 
All 9 
And 9 
Are 19 
B 
Be 9 
But 9 
By 9 
C 
Ceased 39 
Circumstance-s 39 
Could 9 
D 
Days 39 
Do 9 
Does 39 
F 
Favour 19 
Full 9 
G 
Give-s, given 19 
Go 9 
Good (6) 
Great 9 
H 
Have 9 
He, his, him 1g 
Her, hers 19 | 
Hour 19 
I 
I 9 
{ n 9 
Is 20 


| Seized 


Self 


1g 
39 


29 
29 


19 


19 


39 
39 


39 
39 


39 


39 


Selves 


Very 


We 
Well 
When 
Which 
Will 
Who 
Whom 
Whose 
Wood 
Would 

Y 
Yesterday 
You 
Your 
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INDEX TO BRIEF FORMS 


A 
Able 
About 
Acknowledge 
After 
Against 
Already 
Announce-d 
Answer 
Anyone 


B 


Between 
Beyond 
Bring 


Dear Madam 
Dear Sir 
Dear Sirs 
Difficult-y 
Doubt 


E 
Itc. (et cetera) 


F 
From 


50 


30 


G 
GJad 
Government 


H 
However 


Merely 
Might 
Moreover 
Most 
Must 


N 
Nearly 
Nevertheless 
Notwithstand- 


ing 


O 
One another 


Q 


Quantity-ies 


30 
70 


60 


50 


50 


(The Numbers indicate Units). 


R 
Right 60 
S 
Satisfaction 70 
Satisfactory 70 
Shall 30 
Situate 60 
Situation 60 
Small 40 
é 
That 30 
These 30 
Thing 50 
Those 30 
Throughout 60 
Tomorrow 70 
U 
Undoubted-ly 60 
Upon 50 
Ww 
Was 40 
What 40 
Whatever 40 
Without 60 
Write 60 
Y 
Young 50 


Yours faithfully 40 
Yours truly 40 
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INDEX TO PREFIXES 
(The Numbers indicate Units). 


A I O 
Ab 71 | Inde 77 | Ob 7 
Accom 72 | Indi 77 | Over 71 
Accoun 72 | Indis 45 
Accum 72 | Indus 77 
ae 77 | Intelle 7* P 
nte 77 | Intelli 7° | Per 79 
Anti 77 | Inter 77 | Pre 79 
Intre 77 | Pro 79 
re Intri Ty 
Civen 39 Intro a7 
Circum 39 S 
Co 72 
’ Self 39 
ae ie M Sema 76 
Con S Mag a) em os 
Contra Magna ghee a 
{2 Suc 74 
Contri 72 | Magne eo We, 
4 i Suf 74 
Contro 72 Magni 75 
e Su 74 
Comm 72 Man 75 | O48 
Counter 2 Mana fa Pane we 
= 7 Mani 75 | Supra 76 
Cum 72 6 
Manu 75 | Supre 7 
Mes 78 Sur 74 
D Mis 78 
Des 78 | Mon 75 
Deter 73 | Mono 75 T 
Detra 73 | Monu 75 
Detri 73 | Multi Sie . 
Dis 7 Tran 73 
E e Trans 73 
Econo 72 
Edi 71 | Nom 75 U 
Edu 71 | Non 75 


Inter 77 | Num 75 | Under 77 
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Able 
Ably 
Ality 
Ative 


Bility 


Cation 
Cial 
Cious 


Elity 


Ful 


Graph 
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INDEX TO SUFFIXES. 
(The Numbers indicate Units). 


8x 
81 
84 
83 


81 


I 
Ible 
Ibly 
llity 
Itive 


Less 
Logy 


M 
Ment 
Ments 
Monious 
Mony 
Most 
Mous 
Mus 


Ness 


81 | Ograph 
81 | Ology 
84 | Ous 

83 


Sation 
8 Self-ves 
a Sial 
4 | Sion 


86 | Tative 
86 | Tial 
86 | Tion 
86 | Tious 
86 | Tive 
86 

86 


Xious 


87 | Zation 


O 


S 


X 


Z 


SUPPLEMENT OF COMMON PHRASES 


TWO-WORD PHRASES : 


after all 4 at least —7 \ 
after that Ye at once 5& 
after the ~\ but surely = 


all right a but we L 


all were by all d 

all wrong és by other As 
and at —-.— by the ie 

and ifs ..<" by us ® 

and often —2 can be 4 

and. the: -—.. carried out Z_ 
are at could not 4 
are not ~?) did not ae 
are the —~_ do not ay 


as against // does not fr 
as before “ht each other «79> 
as the ae every time ae 


has alreadye-O—> it may “{ 
I 


for example ‘, 
for that YL» 
for the 
for their \ 
from a Q 
from that 
from the §- 


full well \“ 


get over aN 
go away A 


had a ~—° 

had been ae 
had enough orQ 
had shown ,—~—~— 
had some o->_ 
had to ~~ 


on the £ 


2 SUPPLEMENT OF COMMON PHRASES 


has always ~ it was Owing to On 
has been a known as a per annum t_- 
has done e —- later on “47 per month = 
has often eQ last month *_— per pound a 


have eee) last night 4 per ton ty 


he has wv last week a 4 per week ? 
how could 7 last year a il pick up o 
Ican 2 less than 7* put forward . 
Edo: o— may be put over A 

I may € might be . right there —*” 
I was C much of 6 said so ~—~V 
I would 7 must be G said that ——~6 
in case .) , no better , should be 
in full \ not exceeding). so much Y 

in our \~ not much ? take care — 

in their of his @ take over 

in this W of the g- this the: 


ss 


n time \ of which 6 —™ very well \V 


SUPPLEMENT OF COMMON PHRASES 


THREE-WORD PHRASES : 


able to agree y 


able to do C. 


about the matter Le 


according to agreement - 


according to my - 


a great many i 


all classes will Fe 


all our own i 
all sorts of eZ? 


all the more oF 


all the rest go y_L-— 


all the world orf 


and almost all ar ee 


and had they —»—, 


and in these —_, 


and made to 


ee oe 


and this is 2% 
and to our —.~~ 


and when that —~, 


are that the ~ 


as a gentleman te 


as it stands a, 
as it was ae i 
as it were ie 


as much as a 
as soon as ae 


as wellas ey 


at all costs KL 
at all events “ 


at any rate 4_. 


at any time oy, 


at that time o~e, 


at this hour ae 
at this juncture 4 


4 nieiehamiacncial OF COMMON PHRASES 


at the racepat i 


a fair chance er 
a good judge / 


a week ago 


a well-established “7 


because of their ze 
because there is 


beg to acknowledge 4 


beg to draw 2 


beg to inform d 


best cash terms 


best market price 


best trade terms i 


bill of exchange |~™ 


but should you [-« 
by all means b 


by no means 
by reason of Lo 
by such means lL. 


by that time Le 

by the time oe 

by the way L 

by this mail Ve 

by this means i 
call upon the A,— 
call upon you AV 
can assure you 4, 


cannot be certain ‘iB 


cash to hand A. ___ 


cause and effect e— 


condition of affairs 2~® 
consider the matter oe 
could not accept - 
could not expect ; 

could not find y 

could not pass ie 

could not possibly ‘. 


courts of Justice #7 


Se ee 


SUPPLEMENT OF COMMON PHRASES 5 


days after date (> 


days after sight fs for each of “70 


fora time 


decide the matter “@ for further particulars ae 


leliver at once —“\ for many years Z 
delivered on trucks A, for my part 4 


depend upon it ae for no one ‘ 


did not attempt for some time Me 
do not anticipate st oe for the present io 


do not intend a ae for their own \Z 

does not know eo for this purpose V4 
does not necessarily 3 _ form of expression = 
duly to hand ai free on board (f.0.b.) . 


during the past is free on rails (f.0.1.) Yy~ 
during the week es from some cause a 


enclosed please find An, from that day }«—> 


esteem the favour aN from the beginning 
fall in prices me. 6 from the fact oe 
few days ago <7 from the first oN 


for a consideration x goods were dispatched Pa 


6 


SUPPLEMENT OF COMMON PHRASES 


had in view 


had not vom 
e 


had the pleasur os 


had we been 

has been forwarded 

has but few - 
has not been 

have great hopes 


have great pleasure bs 


have had much et 
have no objection > 


have to state 

he said that U_—~. 
he says that w__-» 
here and there ~~~ 


how does it Oe cae 
how much less te 


how much more , 


I agree with Ps 


I am afraid GQ 


I am confident ¢ 


I am convinced 
I am greatly , 
I am exceedingly ae 


I am informed 5 


Iam sorry € 


I can never 


I have instructed SS 


I may say Cs 


I must again es 


Imust say (., 


I shall esteem 

I thought that ,-Q~.o 

I will acquaint “2 

if at all YO 

if there be = 

in all cases oe 

in all directions ro 
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in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


in 


all respects Qy 


connection ae, 


course of Zo 
due course Qe 


every respect hy 
his case ne 

his own )/ 

its place WU 
less than \7~—u 


most of to 


my power 
order that Sp» 
order to Qe 


other words a 
our letter oe ee 


our opinion eat 


our order \~ 


our position Ve 


our view er 


in reply thereto }_ 


in respect of yy 
in some cases “Se 


in some instances 


in some measure 


in some places ee 
in some respects Soy 


in some way 
in strict accordance 2 


in such matters itt San 
in that case ae 


in that manner 4 
in that position i 
in the meantime a0 


in their power \4 
in this case Ve 
in this instance 


in this respect V™“ 


in this period 


8 SUPPLEMENT OF 


COMMON PHRASES 


—— 
ogee 


in which ci beat 
in which event 
in your power p 
instead of which  . 
isat hand W9__ 
is in order “ 
is not likely 

“iy 


it appears certain to 


it cannot be 

it has occurred 2p 
it isnot ¢) 

it is only o 

it is purely CU 

it is really a 

it may appear aC 


it would appear - 
just a few ay 
just at present “2g _ 


may be regarded J 


more than ever ao 
most of the Co- 
most reasonable terms Cah 


most suitable time a 


much more than 
must also be Co, 


no great difficulty aa 


no less than )-. 


not a bit q 


not a little }—~ 
not the case y 
of allthe @- 


of excellent quality - 


of great advantage a 
of last year of 


of less than g + 


of more than ey 


of no account 9 


of some kind @ 


of sucha os 
on and off 2-0 

on our behalf all 
on the way 4 

on the whole 29 

on their side 24, 5— 
on this occasion +9 
one after another \, 


one of these _9> 


once too often Eo 


our best endeavours = 


our best regards 


our best thanks Nee 


out of debt 2Q—_ 

out of this 26. 

per goods train Z 

per parcel post 14, 

per passenger train tee 


please favour us A. 


SUPPLEMENT OF COMMON PHRASES 


please inform us eae 


please note that Vj.» 
please state the WoW 
please wire us ve 
point of view a 
present state of dito 
quick as possible ee 


rate of interest a 


reason to believe oe. 


reconsider the matter ~*~ 
regret to state Poe 


short time ago = 


should not allow ae 
so little time Oe opts 


some little time ~~ 
state of affairs “Le 
state of things ~2Q, 
take the liberty A 


thanks to the = 


Io 


SUPPLEMENT OF COMMON PHRASES _ os 


that is what 
that there are a. 
the fact of 


the first to 


f& 


the other day =. 
there are some —_“ 


there are undoubtedly_/ 


there would appear $ 


this is very i 
this is what a 


this we consider cx 


to filluup 


to his credit 


i oe 
to most people se 


to our satisfaction ~~~ 
to some extent ee 


to some purpose Th 


an 
towards the middle if 


to what extent 


trusting to receive “CA 
. i es 
under these circumstance 4 


under these conditions Cf ae 
upon this occasion ae 
very good quality 


very high price \ 


very little difference \-~ * 


: er 
very satisfactory mann = 4 


very serious attention ea 
very serious delay Nae 


. ow 
very special attention ee 


very well done al 
we are afraid os 


we are expecting >t 


we are extremely >7U 


we are informed alt 


we are instructed 


we are obliged >f 
we are told ao 


SUPPLEMENT OF COMMON PHRASES It 


we cannot say oe which we trust oy 
we consider that ae which we understand—~s7~\_ 


we have instructed “> which would only a" 
we have pleasure Sa while there is Q—J 


we have promised » wife and child Ge 
we have replied . wife and children ne 


we have your x will be allowed sp 
wemay say (@ | will be delivered LA, 
we may state ae will be esteemed 

we note that hs will greatly oblige { 

we shall certainly ae will no doubt 7) 

we shall esteem es will show their _“ 0" 
we trust that AE will very soon 

we will however >< with best wishes 

we would prefer 4 with one ace aa oie 
what do you & with reference to a 


what willit Ge with regard to fi 


which is certainly —\~_»_+, with the exception be 


which we consider ae with this question 2 


SUPPLEMENT OF 


COMMON PHRASES 


would assure you € 


would be able 
would be esteemed 
would not allow S< 


ilies 


write to us 


wrote him recently QA, 


you can arrange 4 


you can have < 


you can see a 
at, 
you cannot expect § 


you could arrange 4 


you may possibly ee 
you must give © 


Four-WorD PHRASES: 


adoption of the .—p 
report 


after we have seen 4 


all manner of ways S 


all stations of life ON Rk 


you must remember = 


you will notice “27 


your best attention om 
your esteemed letter > 
your esteemed order Q 


your immediate eae 


attention 


your kind letter ae 
your kind reply 4 


your lowest price 7°) 


your prompt 
attention 


your serious Q~v 


attention 


your special care “oo 


your special 
attention 


all that has been oF, 
all that has passed ot ty 


all that is wanted a ae 
all the year round GT / 


SUPPLEMENT OF 


COMMON PHRASES a Oe 4 


all this is due 67 

all we possibly can ey 
also let us know @/ ~~) 
also state how long Q-_” 


and in order to 
and in this case —. g 
and it appears that 


and they have not 


and what is more 


—r, 
as early as possible e u~1g_, 


as good as possible é 
as it is probably a 
as it may be “] 


as long as necessary ef te 


as may be supposed 2 


as much as possible =A, 
as soon as possible \ 
as soon as received a 


as may be arranged 


at the present stage -q_, 


at the same price oy 


beg to say that | 
believe me to be kn 


but this will not Vee 

by an early post hg, 

by this week's boat ie 

by which it was ad 
cannot see our way moe 
cheque in due course 2 


could not have been { 


deal with the matter — 


do not feel inclined se 
end of the month ag 


end of this month ~—6 (— 


enter into an agree- er 
ment 


facts are as follows \**Y 
for some little time rs 


enter into an 
arrangement 


14 SUPPLEMENT OF COMMON PHRASES 


for the first time = 
for the most part ie 
for there is not ‘ed 
for which many 

thanks sili 


for which we are \—~, ~ 


for which we have a 


from first to last 


from our point of 
view 


from time to time ee 

give the matter ( 
attention 

go into the matter a 

greatest care and 
attention 

had the right to —§ 7 

has not had time a 


he must be sure UL 


he must have been 


he will call upon, AL 


high state of ci ee 


how much you can k 


I am in doubt ¢ 


I am much obliged 


I am quite sure . 


I am very sorry =, 


I beg to acknowledge \ 


I can assure you 2 


I have pleasure in rx 


I have to request 

I know there are “L 
I may inform you * 
I regret to say ee 

I say there is es 

I should not be 


I thank you for io 


I venture to think — 


I will not say «Q , 
I will speak to “4 


SUPPLEMENT OF 


COMMON PHRASES I5 


if it did not ‘\ 
if it has never = 


if it is possible V1, 

in a case of a 

in a position to Bx 

ina stateof %, 5 

in a suitable manner 

in all sorts of a ae 

in his own interest Ww, 


in point of fact d, 


in reference to the e7: 
in regard to the aa 
in reply toour }_~ 


in reply to your bo 


in such a manner ke 
in such a way ae ’ 


in the course of ae 


in the first place ee 
in the hope of js 


in the matter of 4 
in the near future 


in the present case YY 
in the same manner a 


it appears as though <@ oO 
it appears that the <€,_ 
it appears to be “t 


it appears tous <Q, 


it is not possible ay, 


it is not satisfactory @ LU 
it is quite clear ~~ 


it would appear that | 


just come to hand on 


more to the purpose my 


of our careful attention ete. 


on account of the y 
on the one hand Za —— 


on the other hand LOm 
on the other side Ps 


16 


SUPPLEMENT OF COMMON PHRASES — 


please bear in mind ‘ipen: which we eahall aoe 
referring to your letter€_2- we are much obliged >~‘> 
replying to your favour le we are not prepared ~? 
regret to hear that 2. we are unable to | 

so much the better oO we beg to draw Le 


thanking you in :- we have been 
anticipation favoured 


the next few days a what is the reason Be 
the time has come “ey will do our best Po 


the way in which will not be lon 


there area few ~~ with the exception that 60 


there are of course eo would like to know B 
there is ample time MA would like to receive Ey. 


there is no doubt as you are free to “ 


to acertain extent 4,  youcannot do better 7 


toa great extent tL you could have these f 

to explain the matter ba om you do not say ae eC 

under the present y you may be assured 2 
circumstances 

unsatisfactory state you may rest assured 6 


of affairs 


you will remember that “(, 


upon the same terms 
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KEYS 


EXERCISE 2. 


care dae ee es 


(3) er 2 eer i = a ee 
EXERCISE 3. 
(x) at, few, throw, crow, crew. 


(2) draw, drew, brew, trod, grog. 
(3) aft, pup, trot, prop, toot. 


EXERCISE 5. 


4 KEY TO SHORTHAND INSTRUCTOR 


EXERCISE 8. 


pn 

2h eee = | ees 

(6) AI INS fogs 
EXERCISE o9. 


I) A tug towed the cargo boat to the dock. 
2) The people gathered the fruit that grew in the grove. 
3) The troop had to go to Dover by boat. 

) 


4) Few people approve of the part the factor took in the 
affair, 


(5) Bob had to go for the doctor. 
(6) Bertha took a cup of cocoa to the carter. 


( 
( 
( 
( 


EXERCISE 11. 


on 
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EXERCISE 12. 


(I) Sag keep, tap, tape, tack, take. 

(2) flap, flake, trail, grey, blew, ficet. 

(3) abbey, folly, larder, folder, abate, avail. 

(4) flock, elope, echo, local, feeble, couple. 

(5) agree, clergy, larger, evolve, double, doubly. 


EXERCISE 13. 


e9) ) 4 Zz L —y a 


EXERCISE 14. 


(x) tick, get, fed, lip, pill, live. 

(2) fig, kept, gilt, thick, theft, tilt. 

(3) level, clever, debit, decay, effect, tablet. 

(4) builder, liberal, traffic, devote, electric, acted, 
(5) lifted, deduct, deadlock, elected, effected, fiddler. 


EXERCISE 16, 
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EXERCISE 17. 


1) Tell the clerk to prepare the deed and copy the letter. 
2) The act will take effect in April. 

3) The bill for the drapery will follow later. 

4) The butter will keep cooler in the larder. 

5) We have given him a letter of credit. 

6) For his great effort he got double pay and a holiday. 
7) The coloured table cover will be put in at a low figure. 
8) We have your favour of the 24th re the Calcutta trade. 


EXERCISE 18, 


ee Ue Ge ee se, Se ce 


@ GC kb wa 


(5) ee ee ee, X | ae 
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EXERCISE 109. 


arch, lash, lapse, shaft, false, (falls), malt (moult). 
arms, soda, sofa, saucy, Mars, abash. 


crosses, resolute, rascal, bishop, fathom, atlas. 


) assault, Adam, brush, remote, journal, resolve. 
) shoulder, soldier, brasses, mimosa, Dutch, shudder. 


EXERCISE 20. 


(1) ATS V2 FSS Se SF es 


EXERCISE ar. 


1) beam, game, seek, maker, fresh, preach. 

2) cases, choose, glaze, shifty, naval, delays. 

3) remain, cheers, agrees, egress, army, Newport. 

4) address, removal, renewal, earned, depress, decrease. 


( 
( 
( 
( 

EXERCISE 23. 


m -b -Clor.-: 


@ —n-4 | a7. 
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(3) 269l- 7 ~-€ \Z 
oe eK 
Al ne ee I ee NO 


Bs eee Ed eS ae 8 
Chg es ad fy ey 


i, ea c te * 
EXERCISE 24. 


(1) You may purchase the furniture on easy terms. 

(2) The name and address of the remitter are not known. 

(3) A claim should be made in respect of the damaged cases. 

(4) A motor race is to take place on Tuesday. 

(5) The police took up the chase and arrested several members 
of the gang. 

(6) Fish is cheaper to-day, due to good catches of soles, 

plaice, turbot and mackerel. 


EXERCISE 25. 
Die a aa 
Os A al a 


Q) aq Aye ee 
OPT ye hye wor Job 


Sheet Lo ee ne ee ee a 
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EXERCISE 26. 


(1) Those shoes are cheap and there is a large range to choose 
from. 

(2) I hope you will be able to come and hear the bishop preach 
in the new church to-day. 

(3) Members of the public will be able to view the new battle- 
ship before it leaves the naval base. 

(4) I shall be glad to see you if you are able to come on 
Saturday. 

(5) After a few delays we proceeded on our journey and 
reached Chatham before dark. 

(6) We Pa that these problems will not be so easy to 
solve. 

(7) The travellers have left Madras and will proceed to 
Calcutta by sea. 


EXERCISE 28. 


aS 
JS 


Ree 
Sac 
if a 


6 
on 
a 
i 
Z 


J % sal Sa 


Seaee 

oe 
Pox 
3 
rg 
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EXERCISE 29. 
I) stay, stow, stew, snow, last, lost. 
2) stack, steak, wake, wait, quack, quake. 
) mast, least, accost, scatter, frosty, plaster. 
) 
) 


study, quiver, world, quaker, yodel, quarterly. 
strict, illustrate, protest, sisterly, warder, western. 


( 
( 
(3 
(4 
(5 
EXERCISE 33. 

a ead LweFeAv &s 
EE Eg a tee ear 

Im —(iey VN. sol = 

(~~ Pye 
W“\REGYIN\L- 27 


EXERCISE 34. 


(1) Permit me to state the facts of the case in a few words. 


(2) May we ask our traveller to call at your address and 
show you samples of our stock ? 
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(3) The goods were seized by the coastguard, but the smuggler 
escaped. 


(4) The weather forecast promises some fair periods on the 
east coast. 


(5) Should circumstances permit, the queen will visit the 
hospital in the last days of August. 


(6) Please let us have samples of your latest pattern wall- 
papers and quote us your best terms. 


EXERCISE 35. 


te A o @ a A AD ge Vio 
y 4 

a eG te os 

pha Yl Sy ae be a as 
SG x 

WEG 7207-1. 5% 

Wis 7 \7\ as 
— 2 


ee a ie > Mae i ian 
hit dee ae 
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EXERCISE 36. 


(1) We must ask you to quote us better terms if we are to 
assist you in this quarter. 

(2) Dear Sirs, I am in receipt of your letter of yesterday 
and shall be pleased to give support to your scheme, 
Yours truly. 

(3) The skipper stated that it was teo stormy for the yacht 
to cross the strait to-day. 


(4) A small sample of the wool was forwarded by parcel post. 


(5) A letter was addressed to Mr. Stockley, but he had left 
his last known address some years ago. 


(6) Dear Madam, I am pleased to be able to state that we 
shall soon have a new stock of the small yellow quilts, 
Yours faithfully. 
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EXERCISE 37. 


A Business LETTER. 
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EXERCISE 309. 
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EXERCISE 40. 

1) endeavour, envy, event, glen, infant, flint. 


month, entry, flatten, invade, lavender, entangle. 
bacon, volunteer, engage, engrave, challenge, carbon. 
plenty, assistant, bandits, inspect, instant, sentry. 
Boston, passenger, investor, intends, inquest, enquiry. 


EXERCISE 41. 


KEY TO SHORTHAND INSTRUCTOR 15 


EXERCISE 42. 


(1) timber, damper, clamp, pump, stump, amply. 
(2) clamber, trump, trample, impute, impede, emboss. 
(3) ambush, embank, embellish, embassy, ambassador, im- 


pulse. 
(4) imposter, impassive, impressive, embrace, imprison, 
umbrella. 


(5) December, sinner, skinner, energy, engineer, custom. 


EXERCISE 44. 


EXERCISE 45. 


(1) We have the honour to place in your hands the enclosed 
lists for the year ending December 31st. 

(2) An inspector will make inquiry into the circumstances of 
the mishap by which a shunter received injury. 

(3) The new cinema will be opened on Monday. 

(4) Your favour of the roth inst. is to hand, but as we have 
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another and better offer it would not benefit us to 
correspond further on the matter. 

(5) The imports of indigo into France tend to increase. 

(6) It would be best to make enquiry of Pickford’s agents at 
your end. 


EXERCISE 46. 
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EXERCISE 47. 


(1) I have not been able to go to London as I intended at the 
beginning of the month. 

(2) The benefit performance begins in the afternoon, and we 
must endeavour to get there in plenty of time. 

(3) It is important to bring these changes to the notice of 
the general investor. 

(4) In answer to his appeal the speaker received many offers 
of assistance. 

(5) We have had many dealings with this firm and in our 
opinion they are entirely to be depended upon. 

(6) The occurrence is an unfortunate one, but such instances 
have not been entirely unknown in the past. 

(7) It is a good thing that so few people have anything to 
say against the scheme. 


EXERCISE 48. 


Messrs. JOHN Dickson & Sons, 
MANCHESTER. 


DEAR SIRS, 

We thank you for your inquiry of yesterday re blankets 
and have sent forward samples of some of our different 
qualities. 

There is a good trade to be done in these goods and we 
are prepared for a big demand during the coming winter. 
At the present time we have large quantities in stock so that 
customers are not kept waiting. 

We are quoting you our very best terms per bundle of one 
dozen, and at the figures quoted we think you will agree that 
we are offering the most amazing value. 

Hoping to be favoured by your custom and awaiting your 
further news, 

We are, dear Sirs, 
Yours truly, 
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EXERCISE 409. 
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EXERCISE 50. 
A. 


(1) pro, proper, crock (croak), ogre, pew, Jew, cook. 
(2) cocoa, faggot, gavotte, cobra, coffer, proffer, accrued. 


(3) author, daughter, fracture, forger, border (boarder), 
cracker, proverb. 


(4) I put the bag on the back of the car and drove off. 
I hope to drop in and have a talk. 


B. 


We will let you have our duplicator to-day. 
He put forth a great effort and took the lead. 


G 


able to meet us. 
Elizabeth made loose covers for these armchairs. 
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D. 


(x) wicker, weaker, walker, wager, stagger, storekeeper. 

(2) yearly, yokel, snappy, smash, smoothly, liberalism. 

(3) scaly, scribble, acquital, quadruped, quarter-master, 
Quakerism. 

(4) slaughter, sleek, parsley, crisp, speculate, plates. 

(5) Some days elapsed before the true circumstances of the 
case were known. 


We have placed your name on our list so that you will 
receive our quarterly circular. 


E. 
(t) cancel, anvil, invalid, instil, vermin, openly. 
(2) pardon, apron, unlock, unsafe, uncivil, onward. 
(3) Ambrose, cambric, scamper, impoverish, impurity. 
(4) including, greeting, lunacy, premium, mundane, medium. 
(5) grievance, allegiance, entrance, attendance, dinners, 
winners. 


(6) In answer to your inquiry we shall endeavour to send a 
good quantity of timber to-day and the remainder 
will follow on Monday. 


EXERCISE 32. 
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EXERCISE 53. 
(1) foil, voyage, buoyed, soil, decoy, envoy. 
(2) poison, spoilt, avoid, Croydon, toilers, noise. 
(3) Argyll, Brighton, Guy, spider, brighten, ivy. 
(4) dry, my, sky, sigh, nigh, iron. 
(5) frighten, unsightly, nightly, idle, ideal, idolize. 
EXERCISE 54. 
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EXERCISE 55. 


(1) now, sow, pouch, couch, vouch, spout. 

(2) drought, flout, stout, ploughed, brousing, avow. 

(3) doughty, crowd, vowel, blouse, loudly, householder. 
(4) frown, found, drown, brown, renown, ounce. 

(5) unsound, mountain, lounger, resound, clowns, bounces. 


EXERCISE 56 
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EXERCISE 57. 


(I) pointer, points, joints, jointly, anoints. 
(2) brine, define, divine, kinder, kindest. 

(3) supine, shiny, China, Alpine, Tyne. 

(4) turpentine, reminder, twine, dynamo, sunshine. 


EXERCISE 50. 
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EXERCISE 60. 


(1) Allow me to point out an inaccuracy in this invoice. 

(2) “ Stop me and buy one,” invited the ice-cream man, as he 
cycled along; and the boys, wiping the moisture 
from their brows, shouted with joy. 

(3) We make a point of supplying the best oil only, and the 
price of this is a shilling a pint. 

(4) If you decide to try this new typrwriter we have no doubt 
that you will be delighted by its silent working. 

(5) The Clyde is undoubtedly one of the widest and most 
crowded waterways; at high tide proud liners and 
grimy tramps, inward and outward bound, glide past 
the noisy shipyards. 

(6) It is announced that the ironworkers who came out on 
strike at Newtown will resume work on Friday. 


EXERCISE 61. 
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EXERCISE 62. 


(1) sword, resort, assort, shorten, northern, murder. 
(2) mark, sharp, margin, charter, marvel, bazaar. 
(3) nerve, certain, certify, purser, cashier, officer. 
(4) Morley, America, inserted, desired, drawer, plasterer. 


EXERCISE 63. 
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EXERCISE 64. 
(1) Robert, robust, roving, rival, ratify, radical. 
( 


2) repose, repress, repent, repine, rejoin, registry. 


(3) revise, revolver, revenge, refute, release, relapse. 
(4) return, retreat, reduce, readers, redress, required. 


(5) orchestra, urgent, argue, arcade, heard, herds. 
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EXERCISE 65. 
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EXERCISE 66. 
(1) re-enter, reinforce, reaffirm, reimpose, reassemble, re- 
animate. 


(2) original, erected, irradicate, irregular, sherry, cherry. 


(3) Upon arrival of the steamer at Malta the tourists went 
on shore for a few hours and then re-embarked for 
Marseilles. 


(4) It was necessary to re-address the registered packet to 
the temporary office of the Company and this caused 
an irritating delay. 


EXERCISE 67. 
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EXERCISE 68. 


(r) I must request you to let me have a reply by return, 
as the meeting is arranged for to-morrow and the 
matter is really urgent. 


(2) An offer to arbitrate was made by the Government 
assessor, and regret will be felt if this offer is rejected 
by either party. 


(3) That part of the report dealing with arterial roads has 
already been dealt with, and does not require more 
than a cursory reference. 


(4) The chairman in his review of the year’s work referred 
to the satisfactory state of the market, and remarked 
that the firm could rely upon receiving regular orders 
for some time to come. 


(5) I am very sorry to report that the progress made in the 
rebuilding of the bridge has not been so rapid as was 
hoped and it is yet too early to announce a date for 
the re-opening. 


(6) The measure is merely a temporary one, as it is still 
uncertain whether the duties will be reimposed. 


(7) We enclose a copy of the certificate, the original of which 
has, of course, been sent to the Registrar-General. 


(8) Under ordinary circumstances the report would have 
been ready in the early part of February, but some very 
necessary returns were late in arriving. 
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EXERCISE 69. 
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EXERCISE 7o. 
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EXERCISE 71. 


(1) absolute, absurdity, obliterate, abdicate, absorb, obstacle. 

(2) overcast, overtake, oversight, overseer, editor, educated. 

(3) communicate, conquest, concentrate, compress, councillor, 
county. 

(4) accountant, economise, economical, controversy, counter- 
sign, countermarch. 

(5) countercheck, transmit, transcribe, transform, transpire, 
determinate. 

(6) submit, submerge, successive, suffocate, surprise, sur- 
passing. 


EXERCISE 72. 
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(5) a é er yy ar J 


EXERCISE 73. 


(xr) monogram, monotony, manifesto, magnetic, magistrate, 


magnetize. 
(2) multiply, number, nonsense, nominator, nonplus, non- 


appearance. 
(3) seminary, semi-annual, semi-circular, supersede, super- 
natural, supervise. 
(4) antelope, antiquity, antipathy, enterprise, entertain, 


interview. 
(5) independent, indisposed, indicator, undertake, under- 


stood, undervalued. 


EXERCISE 74. 


EXERCISE 75. 


(x) disturb, disobey, dishonour, dishonest, disapprove, dis- 
tillery. 

(2) misprint, misreported, misread, misfortune, miscarry, 
misgiving. 
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(3) telephone, telepathy, telegram, preconcert, predisposed, 
predecease. 


(4) discomfort, discontent, noncompliance, sub-committee, 
semicolon, disinterested. 


(5) undisturbed, undistressed, reconvey, recompense, in- 
consistent, inconclusive. 


EXERCISE 76. 
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Oris erigtises 


EXERCISE 77. 


(x) It is understood that the loan was heavily over-subscribed, 
and this success disproves the opinion, so generally 
entertained, that there is any insufficiency of capital 
in the country. 

(2) The County Council has an undisputed right to compel 
the Parish Councils to contribute their fair share 
towards the cost of the undertaking. 

(3) These tests were undertaken to determine the general 
standard of intelligence among manual workers. 

(4) At a conference it was suggested that all firms interested 
in the enterprise should collaborate with a view to 
co-ordinating competent research work. 

(5) The council have decided to reconsider the matter and 
will invite contractors to submit tenders for the 
relaying of the rails along the tramway route. 

(6) The committee will consist of five individuals representing 
the interests of industry, transport and inter-colonial 
trade. 


EXERCISE 78. 
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EXERCISE 79. 


(I) obtainable, irrevocable, laughable, disagreeable, inevit- 
able, intelligible. 


(2) preferably, uncomfortably, profitably, stability, possi- 
bility, plausibility. 


(3) implication, lubrication, specification, dislocation, classi- 
fication, hectograph. 


(4) harmful, useful, hopeful, successful, frightful, skilful. 
(5) constructive, effective, productive, objective, inquisitive, 


destructive. 

(6) fruitless, useless, matchless, astrology, meteorology, 
phrenology. 

(7) formality, triviality, personality, impartiality, hospitality, 
utility. 


EXERCISE 8o. 
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EXERCISE 81. 

permission, suspension, conversion, reflection, introduc- 
tion, disaffection. 

compensation, conversation, civilization, musician, com- 
position, acquisition. 

social, essential, special, residential, credential, contro- 
versial. 

audacious, officious, suspicious, cautious, nutritious, 
judicious. 

payment, treatment, department, establishment, dis- 
placement, refinement. 

topmost, unanimous, improvements, statements, dis- 
agreements, arrangements. 

antimony, governess, madness, deafness, quietness, in- 
completeness. 

grievous, frivolous, lustrous, ludicrous, hazardous, con- 
tagious. 
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EXERCISE 82, 
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EXERCISE 83. 


(1) thoughtfulness, usefulness, effectiveness, attractiveness, 
cheerfulness, bashfulness. 

(2) uselessness, helplessness, lawlessness, graciousness, ra- 
paciousness, unconsciousness. 

(3) actionable, objectionable, tediousness, ingenuousness, 
sentimentality, enormousness. 

(4) hopefully, usefully, respectively, attractively, compara- 
tively, relatively. 

(5) officially, specially, atrociously, cautiously, famously, 
disastrously. 

(6) elementary, complimentary, convictions, regimental, func- 
tioning, phonographic. 

(7) exposition, exchange, exhibition, explosion, exhaust, 
experiment. 

(8) index, Essex, convex, reflex, unexpected, inexperienced. 
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EXERCISE 84. 
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EXERCISE 85. 
(1) This department of the business has not proved successful, 
the losses having been considerable, so that we have 
decided to cease these operations when existing con- 


tracts have expired., 
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(2) Our stock is a very extensive one and we express the 
hope that the assortment submitted will fully cover 
your requirements. 


(3) Keen competition is being experienced, but this is by no 
means exceptional, and we are successfully disposing 
of large consignments at profitable rates. 


(4) The physician’s treatment proved very efficacious but it 


is still necessary for the patient to exercise reasonable 
caution. 


(5) These cars are obtainable at attractive prices, the accom- 
modation is comfortable and spacious, and the equip- 
ment leaves nothing to be desired. 


(6) The commercial prospects of the colony show undoubted 
signs of improvement, it being authoritatively stated 


that the new railway extension is approaching com- 
pletion. 


EXERCISE 86. 
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EXERCISE 87. 
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(1) respect, attract, effect, reflect, inspect, compact. 
(2) adopt, kept, bankrupt, fraudulent, diligent, intelligent. 
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(3) remind, unfold, blind, unkind, correspond, signal. 


(4) adjoining, adjourn, adjudicate, administrate, admired, 
admirable. 


(5) advise, adventure, advantage, advocate, adversely, ad- 
visable. 


EXERCISE 88. 
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EXERCISE 80. 


(1) The Prime Minister found it impossible to keep his 
appointment, being confined to his room by a cold. 


(2) The restoration of the cathedral is being pressed forward 
with all possible speed, and it is expected that the 
work will be finished before the end of the present year. 


(3) The success of this book has been extraordinary. Already 
nearly a quarter of a million copies have been sold, 
and it is being translated into many European lan- 
guages. 

(4) In the interests of economy it is desirable to check the 


spending of public money upon such extravagant 
schemes. 


(5) The first duty of the National Government was to establish 
the nation’s credit upon a firm foundation. 


(6) Our stock is a very extensive one and we should be glad 
if you would bear us in mind whenever you are in the 
market for this kind of material. 


(7) Lively interest has been shown just recently in gold 
mining shares and those intimately acquainted with 
the market boldly prophesy a boom period. 


(8) I shall be extremely obliged if you will kindly address 
your reply to me privately. 
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EXERCISE or. 


(1) The new bridge will have a width of 36 feet and will cost 
nearly 100,000 Rupees. 


(2) We have purchased 400 bushels at 17s. and are arranging 
for transport by C.P.R. at an early date. 


(3) The £1,000,000 3$ per cent. loan is to be issued at £102 
per cent. and allowing for repayment after thirty 


years at {100 the yield is £3 7s. 10d. per cent. subject 
to tax. 


(4) An American journal is offering $10,000 in prizes to new 
authors for novels of from 20,000 to 100,000 words in 
length. 


(5) We are able to offer 500 63%, cumulative preference {1 
shares in the E.I.J. Mills at 16s. gd. and can keep this 
offer open till four o’clock. 


(6) We are forwarding by L.M.S. 5 cwt. assorted wire nails, 
10 gallons best copal varnish and 12 pts. white enamel. 


(7) The cotton industry in Great Britain maintains at least 
three million people ; the capital invested is not less 
than £400,000,000 and something like £40,000,000 is 
paid yearly for raw materials. 
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EXERCISE 95. 


(1) This new dictionary has been prepared by experts in the 
English language and by specialists in the various 
technical and commercial subjects represented. 


(2) Under part 2 of the Road Traffic Act an insurance policy 
is of no effect for the purpose of the Act unless there 
is delivered by the insurer to the insured a certificate 
of insurance. 


(3) The amalgamation of the businesses should certainly 
permit of many benefits and working economies, and 
the estimate of profits appears to be reasonable under 
the circumstances. 


(4) The counting house have handed me the enclosed state- 
ment of account and I know I can count upon your 
co-operation in letting me have your remittance 
covering the item {16 7s. 6d. at an early date. 


(5) The cost of maintaining the factory including payment 
of rent of £250 per annum is approximately £1500 
per annum. Therefore it is necessary that failing the 
immediate adoption of some scheme of reconstruction, 
some steps must be taken to offer the property for 
sale by auction. 


(6) The delegates to the annual conference of the A.O.T. 
assembled in Scarborough on Wednesday and were 
accorded a civic reception by the Mayor and Mayoress 
and members of the Council. 


(7) It was announced in the House of Commons that a 
Scotland Yard committee had been appointed to 
reorganise the C.I.D. 


(8) Some remarkable figures have been revealed which 
indicate the enormous strides the radio industry has 
made in this country during the past few years. 
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EXERCISE 97. 
DEAR SIR, 

The position and prospects of the company have had the 
careful consideration of your directors since the adjourned 
Annual General Meeting on 27th March last. 

As stated at that meeting, the directors have been aware 
for some time that a form of reconstruction must be adopted, 
but at the same time they have felt that reconstruction with- 
out additional capital could not be effective. Every effort 
has been made to secure finance, but owing to the lack of 
confidence everywhere in all matters affecting the textile 
industry, such efforts have been of no avail. 

Under these circumstances the directors are reluctantly 
compelled to recommend to shareholders the immediate 
voluntary liquidation of the company. 

This unfortunate position is due to causes beyond the control 
of the Board, being the result of unprecedented bad trade. 

There will be submitted to the Extraordinary General 
Meeting a statement of the company’s affairs which will show 
that the company is in a position to pay all its trade creditors 
in full and leave a small surplus. 

Shareholders who are unable to be present at the meeting 
are requested to sign and return the enclosed Proxy. 


Yours faithfully, 
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EXERCISE 99. 


The results obtained by your company mark substantial 
progress. The fact that your company not only has not gone 
back but has shown an improvement in its trading profits 
of substantially over fifty per cent. must be an undoubted 
sign of the strength of its present and future position. What 
has been achieved under the most difficult and adverse con- 
ditions is largely the result of the enormous amount of spade- 
work which has been done in the past in every direction. We 
may have our various set-backs to which we are accustomed 
now, and as a matter of fact we have had them continuously 
during the period under review, but we have nevertheless 
progressed substantially and we expect to continue to do so. 
Our results are still more satisfactory when you consider that 
the company has for the first time borne the full brunt of all 
the financial charges of the capital provided during the past 
two or three years, in order to bring your company to the 
premier position among artificial silk manufacturers in this 
country. I take this opportunity of thanking the staff and 
employees of the company, from the highest to the lowest, 
for their unceasing work and co-operation and support, which 
has enabled us to achieve these results and to be ready for 
the still greater results which have been outlined. I now beg 
to move that the report and accounts for the period ending 
3oth June be approved and I ask Mr. William Silvister to 
second this resolution, after which I shall be pleased to answer 
any questions which any shareholder may like to put to me. 
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